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' . PREFACE 

Purpose of the Manual " ' * 



The purpose of this manjj^l is to describe 'cHp moVv,„^= ' ^ 

ip two.Sjys: ' ^-rvice-systems. The manual/can be. used 

1') As H guide to decisionmakers wKo wish .'to expipre 

... ^"^.ftuting a similar .effort geared to their particular 
• • Project SlciU serves as a model for uZ as ^ ' 

^ basis for a. program wtticH could be Idapted to local 



2) 



Jrogrfms'' ^"^^'^^^"""^^i^vo^ved in similar er-ploy^ent 



SECTIoisil 

' ■ 'I : 

INTRQDujcTrON 



Historical Pefspisctive* 



Project SkiU was developed in Jsponse to a concern for expanding 
the employment, opportunitie^-of f^fiVsons-with^disabilities. As 
growing attention focused ori thi^ population as a virtually 
untapped manpower resource, jprof esslonal'rehabii ilfation personnel 
as well as parents, and the individuals themselves became more ' 
vocal about -the. lacjc'of trai^sltional training and adjustment 
.opportunities for persons with disabilities. Project •-Skill was 
gonceived in order to test, ttbe feasibility of one approadh to 
providing employment for this population. The locus^of attention 
was ^larrowed to persons. eitlier mildly mentally retarded or 
restored emotionally disturbed." 



Funded through the United Sj:ates Department of Labor's Office 
■of Research and Development and operated by t'l^e State of. Wisconsin 
the project began on ^ptil 1:5, 1974. Originally slated &s a " - 
two-year demonstration, itsTspecific target wa^ tor define and ^ 
1-111 94 pennanent entry lev^i Wisconsin stafe. civil service 
positions, while providing transitional training, ad justment* and 
supportive services to each prbject participant _^and employer. 

The initial core concerns o 
"following qutestiqns: 



Project Skill w'er.e to answer the. 



1) 



Is competitive employiient and Economic independence-more 
attainable when training knd vork adjustment activities, 
are part of an emplcyijr's fejrstem? 



2)- Can a tivil .service sydtem 



of less, severe mental 
persons? ; 

3) Mis the rehabilitation 



ada\)t to the employment needs 



.yorekarded and emotionally disturbed 



process enhanced when the client" is 
being trained for a specif ic , available job in a regular work 
setting -at the same ^agesj and privileges_as persons who are 
not handicapped? 



Ah 



le project was cl_early one 



,from- states spanning border 
Intensity and diversity of | 



of the first of its kind in the nation; 



letters of. inquiry grew in jolum^ over time and eventually came 



to bprder and coast^ to coast. The 
lutside int'erest was-. so great that, 



^ one year lat^r , the De^pArtfnjnt ot Labor 'developiid a ]5-mi 



nuCe 



fi Imograp^ whlcirdc^tai J ed significant aspects 'of project Skill'.s 
operation. This beraTn(5. inv^iub W e ' t-ooj^along with the 'First 
\oar and^ Interim Repor^t?) for d^sseminat lag furiTtional information 
ahout -iffie* program. ' ' ^ ' [ 

The implement'^trion o'f*.Pro^ect ^k^ll hasr resulted in a variet>Nof . 
outcomes: / ' ' . , » * • » -^^ 

/ • * - 

1) iKe project \s succfesstul ' placement c/f over foO persons Into*^ 

* perinanent ii-t'at-e employment: * resulted in the commitment by 
the S'tate,of Wisc^onsin (Department? of Health' and- Sac i^l 
Services and Administration /cooperiat'ively) of sufficient 
Slate rev^nu^ resources t6 c^ntinu^ Project^ Skill -as an 

* ^ -^ngoing^ program and expand t^e focus of effort to persons 

of all jisabii'ities, in addition to persons who are mentally 
or emotionally handicapped. ' • * . 

2) A model dissemination effort which was 'fomall)? launched 
by a five-s-cate conference which ^asted-^tva days in mid- 
September, 1976. This conference is being- followed up by 
on-site staff visUs, to each interested state capital \p 
meet«sfith appropriate agency and community' personnel to " 
work out implementation strat^j^y. 

^ 3) 'a special project funded b'y the Wisconsin Governor's 
Manpower Office to extend Project Skill to 'cities and 
counties. Using Comprehensive iv"*ployment and Training 
Act funds to subsidize partdgcipant salaries. FcrwaL, 
' cooperative, ^a^reements Were ^ieveloped with'joB Service, 

^ the Divi-sioD of Vocational Re>i-biLitat ipn and local Ment;al 

Health/bevelbpmental Disabilities Boards. The project hkjgi^ 
functioned for 11/2 years in t.He^ balance-of -state area 
(49 countries). The cooperative .agreements have' yielded 
the ftfost effective, vehicle for assuring services to trainees 
over a vast geographical area. .The next yeat's efforts 
involve a similar effort with regard to the spate's nine 
prime sponsors. * ? .* ^ ' ' * 

4) A one.-year Intergovernmental Personnel ^Act grant *to implement 
•r a focused affirmative action effort Within state service 
for persons who are handicapped^ The' end pfroduct of 'this 
project will be twofcxldf a data ^system which will allow 

• tracking and ' statistical analysis of number^ qf applicants 
and employes who are handicapped; and a training package' 
for' agency affirmative action officers to use for managers, 
superviscrrs^ an# other hiring aujthorities to provide informa- 

^ tion.on potentialities of handicapped workers, legal * • . 
responsibilities and functional ways to approach reasonable* 
accommodation. The final package dfeveljppe^ \ill be such 
^that it can be used by o.ther states and Ipcay units of 
government if they ^so- desire . ^ ^ 

♦ : . ^ \ 



Project Structure. . " . 

, Overvlev o f Project Skill * ' ^ . 

** , ' ^ ' • *^ 

Project Skill staff -developed jobs in state ^civil service 
hiring unlt^, obtained commitment? for trainee positions, 
set up special civil service examining procedures, and recruited 
eligible applicants. , ' • 

Project Skill experience .sjhows the value of providing the 
following suppprtive services: , . "* - 



1) Orientation for supervisors in methods for training- and' 
supervising the target population, and in some cases, 

, assistance with the actual training. i 

2) * Appropriate orientation for co-workers .to aid in the 
.adjustment of the trainee <o •the'^work. §fituation. 

3) Foliow-up with both the trainefe and the supervisor in 
the' eaf ly^etec^fion and amelioration of problems which 
may affect Vucceissful employment. 



4 h 

.4) Provision 6f job" adjustment coonrelingJ 

' ' . J ' ' ' 

5) Refepifal of trainees to other supportite and volunteer 
.services. . . I 

Project Skill staff are housed' in Mfidison, Wisconsin, and provide 
most supportive services to trainees in the Madison ar^a, ^ In 
other, areas, arrangements are made locally for provision of some 
or all of these services. 

Staff Requirements and Duties ^ ' • 

Dlrector:^ Responsible^for overall project management and 
direction, coordination of 'f unctions j and liaison. with community' 
and stat^ agencies, I / 

Job Developer :_Rea{iQji3l6le- for .securing civil service position 
commitments from stal^ agencies, performing task analysis of 
committed po^itiqi\s^/^sAi8ting personnel officers in processing 
positions (certification request, announcement,' training agreement, 
contract, etc.), and co||ultlng on*^ potential job restructuring',, 

Trainer-Counsolor: Provides technical information, and liaison • 
and consultation ^o^ staff , .supervisors, persjDnnel officers, etc., 
on rehabilitation and disability-related issues. Responsible 
for the provision of training and supportive services for trainees. 
Deuelpps training agreements for all trainees. Develops and 
Implements training programs for trainees. 



\ 
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Tralaer-Technician: Provides training to all ^supervisors, as * ' 

w6ll as to .rrainee* co-workers «on request of a supervisor. ' ' 
^ Responsible for training and supportive services* ^or pafttcular « * 
,trainees. Develops and .Implement s ' trai^iing programs for trainees, ' 

I. Intake Counselor: ^RespdnsiUle tor contacting Referral sources; 
ass,ur^s.,that jnecessary in:forma.t jjn is gatVered .on all applicants; 
• . assures ^thab^^applicants are certified^ before competing for a * -^W" 
>, .po.sition; performs intake iatervi^ew\ s'ets, up and impletnents ' - 

oral exajfiinations, 'and inak^sa arpangement s ♦for s.uperyisory ' - * . - 

interview of final candi^at^s; assures that supervisor has all 
vital information. on individuals * finally , chosen for the position, 

' * ' * . ^ 

crferjcal^ Support: Provides for public information and other • • * • . . 

'contact with the' public; maintains and secOres files ;' dssutes 
/ Information flow to appropriate staff; handles processing- of 
all correspondence ahd' reports; keeps track of staf^ travel" 
and ^whereabouts. v < . ' ■ ■ . 

. ^ Administrative Organization * ' ' " * 3 

The project is administratively lock ted- w^it-hl n the FBd gr^r"^~\ ' ' 

. Manpower Wograms lection of the State Bureau of, Human Resource ' " 

Servicesljin -the State^Department of Administration. Historically, 
the 'F.edei/al Manpower Programs Section^ has administered several^ ' * .'^ 
mappower programs targeted -at state c,ivil service ^employment , as 
well as Jobs in .courtty and*clty units 'of government. • ^ ~ 

• . ^. 

The State Bureau of Human Resource Services is unJer the* Division * 
of Employe Relations. The State Bureau of Personnel also comes 
; under this- Division . This arr^angem^nt provides grearer access to 
the workings of the state civil service system, and has been most 
helpful to Project Skill. ' , ' * 

♦ • • ■ 

The Evolution of Subsidies for^Tr>ainee Wayes ^ 

•» , t ~ ' " > 

^ During the first two years o^ operation. Project. Skill funds * ~ ~ 

; , provided the salaries of trainees foi;. a training period o,f ifp 

^ to six months. This subsidy, was offered as fn Incentive to T ' ' ' 
^ 'employers, to minimize any perceived "risk" in hiring Project 

Skill trainees. The salaries were at the minimum* wage. 
^ \ Subsid:i^ing of training, IVagesV was discontinued on'April 15, 
^ 1976,, the end of^^e original grant period *> * " ' 1 ' ' 

^ ^ i^s is the tase throughout most of the state civii service system, 

^ trainees' wei:e t-lien hired into existirig budgeted positions. They 

^ began as trainees for the classification for which ^the^^were 
'hired t and as such their beginning wage wa^s one salary range*^ 
\ h<^\o^ X\^ej starting wage for that classification. TRe* training 
^ ^ period lasted a ms^ximum of six montha, with a raise after three ' 

months. > . \ 

• ' . ^ • . ' ' . • ' * 

The decision to discontinue the training subsidy out of^Project ' 
J • SkJ.ll funds was due to the fact that Project Skill trainees . - - 
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, were able to. -perform at a level tT^at was very/iear' that' of 
employes, hired through traditional methods. Agencie^, therefore, 
were asked to. pay f6r this productivity. This also provided a 
test of the Project Skill model with a redpcfed "budgetary outlay. 

Experience Without subsidy has shown that agencies will hire 
project Skill trainees in regular-, budgeted positions. However, 
job develbpment becomes more" difficult . Subfiid^j dufing the 
'training, period is the .ideal- «it/ation, those seeking to" ' ' 

replicate the- Project Skill moder should^explore sources of 
funds for .this .purpose. Although not abs'olutely essential to " 
ther Operation of the project, subsidies have been found to be • 
helpful. ^ . < , , 

iThe Evolu tion of Project .Skill Training V 

The f;lrst Project- Skill trainees, a gro^up if 15 Building 
Maintenance Helper Tf^inees, began in the 'summer of 1974. , 
The project plan at that t^me was for Project Skill^staff to ' • 
be involved in actual "hands. on" traihing of trainees. "As " ' 
the trainees reached a minimum level of competence they were - ^ » 
to be> moved into Job openings. 

After initial' experierici witl, thfe first group'of trainees, the 
on-8lte supervisors began providing the- actual training, with 
technicgl ggsistance- and support from Project Skill staff 
This change, was made becaifse Project Skill staff could not 
duplicate the job knowledge of the actual supervisors for -the - * ' 
variety /of -jabs that would be filled. Also, employers preferred 
to do their, own training, which .decreased the necessity-for 
re-tralning. Experience has shown that" with assistance ff»m - 
Project Skill staff, supervisors^ can ttain handicapped persons-^ 
to be /eff€(ctive' employes. ' ' . ' rr k < 

Relafc/ion^hipg with Other Agencies > 

• / ■ , . , • _ • - '• ' ■ ■ 

Recluse Projept Skill served a.s anr intermediary between mentally 
or ^motionaUy handicapped persons and the State of Wisconsin' 
as/an empli>y^r, it 'needed the iooperatioh of many' different • 
ac^nci^g afn^ groups in order to succeetj. All such .groups were 
identified during the planning for the project. Their support 
en-list^d, and coo-perative arrangements' made. C^e-was ' 
CaJcen at all stages to keep these'groups informed- and inyolVed. ' 

Project Skill has wor^ced closely with thfi following:/ ^ - '' ' 

- Governor's Office. , . . . ' ' 

- Division of Vocational* Rehabilitation"- .. 

- D'iy is ion. of Mental Hygiene . . ' 

- State Bureau of Personnel ' 1^^ * - 

- State agen<^ personnel offices ' ' • 

- Wisconsin AsTsociation for Retarded Citizens ' ' 
lovernor's Committee on Employment of Persons with 'Di/abilit'ies 



- Rehabllita.tion facilities » * " , ^ ' 

" Affirmative 'action- units. . " ^ ' o' 

; r '\ ^ ' ' ' " 

Advis ory Board ' j ,, ' ^ ^ ^ 

- , . t . * 7 « 

.An. Important avenue f or.;.e8XabUghlng Snd Wlntalnlng con«tunlty 
linkages is the establishment of an advisory: board.-- The advisory 
.nH ^ ^'''^ f ""'"^'^^ guidancfe for policies -and procedures 
. and help communicate what ig.S-.ing done. The Project Skill . 

Board has provided essential advice and support. -.I ,' 

• ^J^,f°^;»"^"8'"'^°"stituenpies were, represented- 6n the^-fr^iect'' . 
• .Skill Advisory Board: ■ ' - ~ -■ - ^ 

- Project Skill trainees . ^ ^ • ' ' ' 
State Manpower Council ^, ' 

- State Job Service ' ' • . . i 
/ - Sta^e Divisipn of Mental Hygiene 

^ - State Division of Vocational RehaMlitation' - 

- State Bureau -of Personnel* ' . ^ ^ . - 
State AFL-CICr , . * • ^' „ . 

- St;at4 Bureau of MenlTal Retalrdation '.: ^ ^ . .\ 
, Jewish^ Vocational Service ' . 

- Governi-r's tommitt^e'on Employment of the Handicapped 

^ - Monroe County Opportunities Center* * • ' , 

- U.S. Civil Service Ooramission 

^ - Unlversit^y of WisGonsirf Rehahilit^jcion ReseaVch Institute 

- UW-Stout, .Materials Developrnent .Center 
--Madison .Association for Retarded Citizens., 

Mlicity ■ ; '■* ' ' 

It is. important,, especially when a ijew, program i^* Initiated ' 
that'the public be effectively inforn\ed of the goals and strXicture" 
of the project." Project Skill's publ ic ^ information resources 
.inp luded : „ • _ ^. - . . 

. A 16 mm.filmograph describing the projfectf, used during presen- 
tations to community gijoups ' "'• / . 

-. Presentations to comniUn^ty groups, such as Associations for " 
Retarded Citizens, and prbfestfional organizations „ such --aa 
tllte Wi;5consin RphabiO-ltation' Association 

- Newspaper articles, "one- featuring a Project. Skill trainee, an<i 
descr^ibing the-impact of ^erttpabymont on his l±fe '■ ' 

X Radio and- te] evision talk shows Vmd short spofcs 

-..nrochures highlighting the purposes of the project. 
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Results 



General 



Wisconsin state agencies have responded. to Project Skill - 105 
"^persons have been placed; 65 having %een "diagnosed as. mentally 

retarded, and 4*0 as restored emotionally^ ill. ' ^ " ' ' . 

Among the .positions* filled werce Building Maintenance Helpers 
(janitors) ^ Laborers, clert^l workers (general clerical and * . 
tyt'ists),^. 'Fdod Service Wotkers, and Laundry Workers/ Over half ' * 
of the'positions were BuiJdlng Maintenance Helpers (61); ttie ' 
next largest category was aieirical workers (20). - , '-^ • 

- ' ' . ' ] ^ • • > 

Placements were made in I'S* state agencies; the majority were Ifi • 
tT)e' Department of Administrat lop' (39) and the. Department of ^ * " *• , 

Health-^and Social Services (33). ' ' • 

Ti)e wage leVel of Project Skill jobs has been otie of the keys of \ 
the' project'^s success, and has been* a major actor in* the , - ^ 
rehabilitation ojf 'the tra^lnees. F^r^example> ,the base sSildry ' * ' . . 
for the two targest Project Skill job categories was $3.83 per ' \ ; 

hour -for* Build iifg Maintenance Helpers, and $3 . 09 for clerical 
. Workers. - The at^erage* hourly, wage fdr all Project Skill hires ' • 

was $3.50 per hour. ' /' ' . . ./^ - . - 

Jt was also found^that Project Skill trainees- stay on the job , - , • ^ 
a*fter placement. Of the 105 persons, hired, 65% were .still on ' ' ^. 
■ 'the job after one year ahtj* l6 morrths': ^ - • ' • ' ^ * 

•two other, findings regf^rding reten.ticJn' tm Che job ar^ 'sijgnif leant : , / 

1) Only ..five persons have; left their -jobs* after completing. V' 
the training period', of up To^ix monthl^ Yhls^; Shows' the 

. importance *of- f^i^portlve serv^ices durl>n^the first, fdw 

months of employmen^^. '^^ Also , any losses* In, Jt:r4.itv^ng time • - * 

and salaries^ Rp^nt^^on trainees, who were not. goinepir Be * * if^ - ^ / 

••retained yere^ept to 'a* /minimum. *' ^"^^--^ . »^ , 

2) There was little dif ference. in 't6e 'retention rafes of the ' 
, • two target groups served. ^Approximately 67% the hires " ' 

wl\p were^ emotiohally disturbed *were retained, aa'were 63% ^ • 
^ ^ of tAe restored emationalljv ill . * /' * ^, - 

■ ■ I ' \' - ' ■ • . ■ ■ n'- . ' 

Cost-.fienetit , • . • ' i . 

— ■ — *— — « « . ' ^ * 

Vhnt*,were' the costs of Pro\ieQt Skill? When .dollars and cents ' 
figures wer^ .applied to th6 benefits to. the public of the projgram, • . * - ' - 
and compared with the cost^ o/ operation, 'it was, sKbwn/thet $.63". ^ \ 

of e\{ery dollar expended wafe returned^ 'This analysis included . ^ . k . 
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/figures from, tlie first two years of the* pro;ject 's operation. 
Costs, included the entire budgetary outlay for that period/ 
Benefits/includ^d. payments trainees had 'rfeceived d^uring the 
year prior to. bein^ fiired through Project Skill, from such 
'sources as Aid to Falmilies with Dependent Children, -General 
Relief, Division of Vocatidnal Rehabilitation, and Social 
Security: State and federal taxes paid by the trainees for 

• the first year of employment Were also -included. 

/ Comm'ents from* Sup ervisors • ' 

. ^ ' ^ r ? ' 

'^'Another indi-cation of Projebt Skill's Success is seen in the 
comments of supervisors who have hired Project . Skill trainees: 

"The attendance has been very^, very good. It is. probably ^ 
better than/normal attendance, and they certainly* h^ve shown 
a great deal^ of interest and are .pretty 'gung-ho.' 'They?ve 
gotten along very, very well ^with o.ther ^ployes) . There 
is no distinction between the two different types. I tliink 
the program is a success. I'm amazed that it would start 
out this well. I assumed when we started this program that 
.it vould be a gaying proposition. I didn't realize that it 
, would be so soon." 

. ^ - Chief of t>ie Material Handling .Department 
Federal Surplus Property Program ' 
- ' Stat^ Department of . Administration 

(The Federal <SvirpLus Property Program has eight Laborers 
and Qne Stock Clerk hired through Project Skill . ) 

"Productivity in our operation is a very exacting measure. 
Each position has very definite scheduled duties, :they have 
very definite, time limits to adhere to\ All the people in 
any program go into a vacant permanent position. They have 
to perform Xhe'4uti^^. fulfill the scheduled requirements and 
their ratings are based"^ their performance. Their (Project 
Skill trainees) perforpiancfes have in som6 cases exceeded -the 
regular emplayes; then in 'other cases they have been somewhat 
lower, but in all casea without any exce^on they have been 
acCep^tabla." » • - 

Deputy Chief of^Property Management 

Department of Administration - . . * » 

(^The Property Management^ office has hired 1^' Building 
Maintenance Helpers through Project Skill.) 

•'When compared to regular workers she ^(Project Skill trainee) 
is an average worker. I would consider ^her an excellent traifl^e. 
Her ai;tendanc6 and punctuality* are \igh^ on the! ball* qvery time." 
- Supervisor j 

State. Microfilm Lab . ' • ' 

XThe jnicrof i;.m lab has hired a graphic reproduction aide 
> through Project Skill.) * / ^ ^ 
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"The overall performance has been quite outstanding for the 
majority of the Project Skill trainees. I think we have had ^ 
good success with the program/* 

- Custodial Supervisor ^ . . , - * / 
Wilson Street State Office Bilildlng ^ 

• • ♦ * 

'*We hired a Projoct Skill trainee as a full time Xi^rox op^rat or , 
not with- trepidation or prejudice but with some mental reserva- 
tion, the reason being the pressures to which -the Xerox operator 
is subjected. • • 

.V • 

As supervisor of an emplaye from Project Skill, I can strongly 
rcLCommend the program aYid, if thd occasion arose, I would not' 
hesitate to hire additional individuals at 'any level." 

- Administrat lue Assistant 

^ Public Service Commission 
p 

*!Frankly, I don't think we were lucky. Y feel that the "^process 
used. was effective i^i producing a dedicated performer. I'm 
not going, ro mako a feeries of grandiose statements about' this 
clerk. Instead I A^ili- limit my remarks to a few factual phrases: 
learns and retains^ follows instructions veil, c^pletes all 
assigned duti^fs in'good time -frames, establishes priorities, 
uses ail free time in self development programs, ^tend^nce and 
punctballty is above^ reproach, adheres to all rule's artd regu- 
lations religiously, % • • 

All I can say now is thank^ for a good' Clerk 1 trainee." 
Assistant Project Director - \_ 

- WIN Program ' " 

"I have recently hir^d the fifth Project ^kill employe within 
the last 10 months. Three of them have successfully completed 
their training in the receiving and issuance section and have 
been placed in permanent budgeted positions. -Without exception, 
all^ five have shown average to excellent results -in quality and 
quVntity*'<?f work accomplished, in attitude, cooperation, 
attendance and p,unctuaJ ity. . The acceptance of these employes 
ijy their co-workers is-excellenf. This project has been a 
huge success. I certainly hope it will continue." 

- Chief, Receiving and Issuance Section 
Department of iranspor tat ion 
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SECTION n. . 
JOB DEVELOPMENT 



Job Jeveiopaent, a key to the Sjccess of Project Skill, was 
the process by which pernanept^state civil service job openings 
were obtained. It involved persuading civil service hiring 
authorities to utilize the project as a Source for filling 
some appropriate vacancies. Job development was the major 
responsibility of the Project Skill job developer. ^ 



Gaming Support 



Aided by an executive osder from the Governor of (Wisconsin 
which mandated affirmat;ive action for the handicapped, Project 
Skill began soliciting job coraitments from top agencV admin- 
istrators. The success o'f the first trainees provided some - 
concrete examples^fpr use in further promoting the project. 

After gaining top level support , the project focus'ed on gaining 
support from all lever^ of personnej i^iVolved in.hiring decisions, 
particularly agency personnel officers.*" Their supfport was gained 
through periodic contact by thje job developer, either by- telephone 
or. in person. These contacts helped personnel officers to think 
about current job openings that would be appropriate to commit 
to Project Skfill. 

Agency affirmative action officers were also useful contact^. 
Once convinced of the project's viability, they became important 
allies invspersuading their agencies to commit positions to ahe 
project. Many affirmative action officers screen all o,f their 
agencies' job openings to insiir^e that aftirmativ^ act io^. recruit- 
ment policies are being followed. ^ In this screening process • 
chey^,often contacted the job devefoper with leads for possible 
posi-tion commitments » * 

It soon became clear that the probability of a successful 
placement was enhanced greatly If the supervisor of a position 
committed to Pr'oject Skill was convinced about the value of 
the project. .Job development contacts were also made with 
state agency supervisors, usually at the suggestion of the * 
agency personnel officer. If supervisors could be sold on 'the 
program, they would -often request^hat Project SkiU be used, 
when they were ready" to fill oth^ vacancies < 
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' Tools, Techniques, and Selling Points •. 

Information on Job Openings 

The project '^^lo^e orgaaiz^t lonal relationship to the State 
Bureau of Personnel proved useful in obtaining opportunities 
for developing jobs. Listings of job cl-assif ications witftfh • 
each agency were obtained as well as infomation on the nuciber 
of annual vacancies vithin ,each classification. This enabled » 
emphasis and priority on units that were likely to have open 
positions which cou\d \^ filled. Coupled with a monthly 
listing of yob openings from the Bureau of Personnel this 
allowed staff *to ma.ke. timely contacts with, personnel officers 
and supervisors whcx had appropriate job openings. 

Promotional Tools • ' 

' ^ - / 

In making contacts with potential employers, various promotional 
tools were utilized. They included a brochure (Appendi:^ A,) ^ 
which explained the project and £ts^ benefits (updated periodically 
to emphasize results), a film about the project which coul-d ... . 
Vbe used for group promotional efforts, and^a^ sales' present:ation- 
whioh included pictures of Project Skill trainees on the job. 

Selling P oints • , * ^ 

In the early Stages of the project, the findings of previous 

^ research oh employment success, and characteristics of our target 

population were used. Tot example, the proje^ct emphasized to ^ 
potential employers that: 

- ' ' • 

Some studies have shown that persons who are^mentally , 
retarded possess high degrees of clerical apritude, 
mechanical aptitude, dexterity and otKer types of skills^' 



2) . In occupationS:r<^tdlnarily showing a high degree of turnover-, 

qualified workers who are mentally' retarded tend to excel; 

I » ;** --^ 

3) Their attendance record usually is better than average, ^ 
^nd that accident and loss rates are lower. ' x 

Data on the* results of Project Skill became an effective sellixig *' 
point. Information on numbers and types of placements in each " 
agency, detention rates (which for some job categories we^e higher, 
than for non-Project Skill hires),' testimonials from* supervisors 
of project trainees, and cost-benefit ratios showing that the 
program was cost-efficient in reducing expenditures of public 
money ws extremely useful. ' ' • 

Pointing out the services provided^by Project S^^l'l also served 
t^ persuade hiring authorities^ to use the project as a hiring 
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resource. It was emphasfzed^chac through intensive recruiting, 
candidates who were (japable'of doing the job would be found. ' 
Agencies were infoi^med that' SkUl staff could help them move 
;ne required paperwork th'rougfi the civil service system, as' Well 
as assise in preparing and con<!uctirig the civil service examina- 
^ _ tlon. It was also strejaed that -staff were available at the 

final .Interviews for consultation and advice, and that follow- ^ . 
through. Including counseling 'and referral to supportive services, 
would oe provided for the part^ .^^lar applicant hired. The fact 
/» that co-worker and 'scDervlscry training wag provided by Skill 

starfvas also reassuring to the prospective employer. Man/ of 
the app ehensiona^f hiring auphorities were overcome when they 
learned frot? the Job dev<:lopnent efforts that the services of 
. a svaff wnlch wa^ experienced ih working with th^ 'target popula- 
tion vere ^.vailabie. " • . 

Anothef- selling o.ii't -^.Ith becane a greater facto.r in developing 
jons -or Project; "kili vac; executive order issued by the 
Governor of Wisconsin --mcr' r-ardate,d a-ffirssative acti.on for the • 
•'.and 1 capped. Execuci.e rJer «S6, aated October.?, 197A,-ha3 
beep. ar. addeJ incentl.e for agencies to use Project Skilj. 
This order (Ajpend-ix 3) called for all state agencies to ' - 
iiapienient affinnative action programs tor persons with disabilities. 
Executive Order <?86 was strengthened by Executive Order S9 
(March. 26, 1975) which further defined agencies' roles in this " 
regard (Appenaix C) .. . T.he content of this m^date was carefully 
^ . reviewed wifh agencies. Recent federal regulations which define 
the affimative action requirement's of the Vocational Rehabil- 
ltati6n Act of 1973 brought renewed interest by. state agencies 
in hiring the handjlcapped. 

- ' ' , ' • • J ^ 

Proje^ct ' Skill niade.a point of' informing agencies that it could 
be an importanr ra^rce in thel^ affirmative action efforts for 
persons- who are handicapped. 



V. 



Cementing-the Commitment 



Once an agency agi;eed to commit a position ta Project Skill 
definite follow-up procedures were followed to insure' that (he 
-position would, be filled in an effl'cient and timely manner, that 
civil service .procedures w^re followed, and that refexral-^ 
sources would have*adequate information to base referrals on ' 

J 4 * 

These procedures were: 

Letter of Intent - When an agreement to comit a pd-slCion to 
Project Skill was reached between an agency and the joB 
developed, the hiring authority w^s asked .to send a memo 
to che^ project confirming the intention to hire thrcAigh 
Project Slcili; This procedure was Instituted to alleviate 
any possible misunderstanding. th'St might occur. 
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Job Analysis - For each pojjition committed to Projecr Skill, 
.an individyalized , on-site job analysis was done^by'the job ^ 
developer. The supervisor of the jposition was interv.fewed 
and the job broken down into specific tasks and duties. 
The work •nvitoniient was observed' in order to provide $o * , 
indication of the psychological climate of the job. For * 
example, answers to t^e following questions were sought;' 
What would be the degree of interaction with co-workers, .or 
the public/ Wh^at would be the nature of the supervision? 
What were/the attitudes of the supervisor? The information 
gained f^m the job analysis was used to assist referral 
.sources and the 'Project Skill intake specialist in making 
decisions ag ta whether or not an individual would-be an 
appropriate referral f9r the Jjosi-tion. 

In the case of positions for which the* availability pf 
qualified applicants was uncertain, a preliminary check 
^was 'made with .ref erral 'sources . If qualif ied-napplicants < 
were not available^, the agency was inforjned that the vacancy 
could not be filled by Project Skill at 'that time. This 
rarely happened, however*. On one occasion, after a job* 
analysis was done,, it was decided' that the posit?ion involved 
too much pressure, and wouTd not be appropriate for Project 
Skill. Thi-s was then explained to the agency and was seen 
by them as evidence pf the project's careful ^screening 
procedures. ' ^ \ 

« " . • 

Job Description - Using information .gained through the job 
analysis, a detailed job description was prepared. The 
job description: included* information (suj:h as the psycho- 
logical environment of the job) which went beyond wh^t was 
ordinarily in a civil service job announcement, and was used 
as a tool by referral sources when doings initial 'screening 
of potential applicants. * ^ ' 

Job Announcement -^The formal civfl service job announcement 
vas, prepared by the Pr(fject Skill job.developer . , The ptoj^ct 
prepared the aifiiouncement to insure that^ the specialized 
wording necessary for^^oject Skill was included. The 
additions to the usual anr^puncement format are as follows: 

1) The job title needed to include the. designation "Traine 
"Exceptional Employmfent," and "Project Skill." The* 

' "Exceptional Employment" 4%signation refers to the fact 
that applications would only be accepted from persons 
in. the Project Skill target group. 

2) The following special requirement was also included as 
paft'of the announcement: 

SPECIAL REQUIREMENT : Pursuant to Wis. *Adm. Code t 
Chapter Pcrs. 27 and in accordance with J:he State of 
Wisconsin Affirmative Action Policy to assist 
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occupatioaall-y handicapped groups, appointment 
^ . , . conslderatUon/(?ill be given only to applicants . 

<1 i-^i^f^osed 0?f certified) as mentally .retarded * * ' ' ^^C-'; 
(oiildiy or^borderl'ine retarded), or- as emotionally 

• * Project^ Sk^ Af^reement - For each .position committed to 

Project Sj^il, an agreement was worked out between the project * 
th^^mploying a'gency. Thi^ agreement defined the' terms 
tl>^'job cbmmi4:hient sand' spelled^ out the responsibilities 
of/^oth* parties For the ♦durac loa of the training period, 1 
... • • . '* * ' and the subsequent probationary period* ^ •* 

\. The agreement (Examjiie.:;. Appendix* D) ^^Ln^ijiudlil the following ' - 
elements: ' . ^ . iv " / , . 

^ ' ^ " "^^e scope t^f the agireejnem: ; a short s^%tcment "oo thfe 
^ * y . • purp(i^se of the /agreement . - ' ;'\ . . ' ' 

' ' A^gehgral statement ^on the p^urpose of Project Skill, 

^ - A deUnition of the training* pyeriod. V ' '\'\ 
^ - . \ ' The.r trainee ^5- salary, .and expected salary progression-. 

*' - The procedures for recruitment and selection^of trainees,. 

" stateir^r^tT about how trainees would be 'certified. a"s 

, eligible for.Hroject Skill/ " .. . '^/% , ^ 
- A listlng^ of the Project Skil^: reporting- reqiglf elhents / - 
^ . JHe basic requirements were-thd't the agency would -provide "^J' 
't^®- project with copies* of all personnel transactions 
' involving-the trarinee, ^'och as the lettefs Seiit to tlie 

tf^i^ee notifying him/her of starting empiQ3jm^t\t , reaching 
t • . probationary stat<is; reaching -permanent civ-^^^^^^rvic^ • 

status, and' termination, if necessary, S^Uv- 
^ '^he specific information on the^positi^n. or p8iei|tions^ > 
committed^ sufih ^is job . title, ^number of fBos'^tioh^, 
•starting wage., and hours of. work. )^{^ . 

'^he signatures of the ^fojecft Skill" direc$p;f, anS^.cUx ' ' . 
agency repre.ijentHive; usually the pe'i^aonnel- officer-. 

J Job Restructuring and Accomipodation - Job restructuring ^ or /' 'r y'^ 

I rearranging the job dnties of tw'o or more posltionsXtb make . 
a' position thar would>, in^ifiude only duties that*^boalfS;'be 
performed by the target, populatTbq - «^as not 'tfope by^rbject 
Skill. .The positions committed were sifch* that, vitfiltproper- 
^•r^ctultment , they fould be . f il.ied witl^our alt.erliig^ b^s^^^ job 
^ desciriptions. /This proved to be yaruabl#,#)S.ec^useVjob'^ 
restructuring was seen!, by supervisojcs as a cbmpWcated'^nd-'^ 
disrupting" proceliJiyre^ ' * ' . 4^^' ' 
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RECRUITA/ftNT AND INTAKE 



1) Recruftment • 

2) '^Pre-screenlng 

3) .Civil service exaininbtion 

4) Final slelection 



The" purpose of recruitment and intake 
.with' trainees Vfho^ could, viith proper Coining and support, • .. 
me^t. the minimum requirements of the for which -they were' 
selected. ' 

Thfe element^ of this prncp^ti were: 



'RecriiitrTient 




Rettultment in Project Skill wks limited to persons^ diagnosed 
by a developmentar disabilities or mental health professional 
'as either mildly .tnen^tally retarded/or, restored, emo^ioii^lly i^i^ 
Limited recruitment of. this-t^ype ts^'^allow^d under tfie Wisconsin *, 
civil service system*, arid is jauthorized Ijy the Wisconsin^ * • .1 
^administrative Code, Rules o£ the Director of the Bureau "q| /ft'- 
Personnel, " The specific^ ruje\ is included as Appendix V ^ 



In order to 'teach the tajr-get^rpOTuJatlonT ref.erral s^ces must 
*be developed. ->A11 agencies and • Persons who work wiW'the mildly 
- .mentally retarded and/or re'stojredNemotiohally [ill' were^^^^"^ 

contacted a3\ ^tentlal^Teferral sod^ces for ?rp'jiei^§^lli ^ . 



• 1). . Divisioa of Vocational Rehabilitation (most Referrals 
came from this source) . * ^ * * % * 

2) Re}iabililvition facilities ' (i. e. , Goodwill Industries/. 
^ 0|5portunitie^s Centers; etc^,) ' * 

• 3) * Association for ReCaifded Citizens ' 
A) vMental health centers . - * ^ 
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5) Special j^ucation counselors and teajdhecs in High schools ' 
and' vocational, schgols ' -^^ * 3 ' ' 

6) "Slatp.Jwb Service' (employment-Jrervice) off i<^S, including* 
' • tf>.Work lncent:ive. (WIN)*%ogfai^^^^ • 

7) . Other special pro-ams wlilch ser^'the target g'roupd. , ^ 
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.Wh^n .the project bega'n, meetings were hgld with al^.feferral *^ ' 
soarces to explain t))|^ project and answer questions about • ' . * ' 
referral criteria and procedures. Ongoing contact and. dialogue * % 
- '^^^-^h t:«f^rral sources was necessary to prevent ^isunderstand-ings. 
• J^'c exajiple", nvlsun^si&standings can occur regarding the charac-*-- • 
-/eerlstics of an appropriate referral, or what background infor- 
• J niatlon ^^(iut referral's i?5 needed. ' • 

* ^i^>^^£errais to*Troject*Ski\i occ- ^cd Jn .two. ways': ' 

, , Referrals w:er.%ent to Project .Skill, whenever th^" referral ' ^ 

\ . . / * ' source h^'^" person who pight.'^uaiify *for an opening which ' * 
' ' * P^oje'ct Slill might develop, in the fu.ture. 'This provided 

, - " ' ' a pool applicants fronv wjl^ch'. Project Skill could draw. 

2) Other referrals were solicited by Project Skill in response ^f"^^- r 
• . ' to i\ specific , job announcreTnent. ^ When -project , Skill, • / ' 

. ' y \ ; .received a specif ic^position^ coirniiitment , J'obVan;iounc>enfent , 

, ^ Was sent to all refer-ra.i sources'. They tMift- provided /. * , 

, ^* Projlect Skilt with refe'rrals *9f persons' who would- be . ^ ' • 

. / .^'^^ '•^appropriate for the poslrloh prior to' the deadline idate '^ 

* ' I tbe job amiouncemerit. 7 ' •'' ^ ' ' ' 



I Npf tbe job amiouncement- 7 ' ^ ' ' * s.. ' ' V 
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Both kinds of referrals were -important,! Havin;g a pool 'of 
appticant's allowed the project to respond with assurance whe\ 
^sp^ctive employers questioned whether or not 'qualified \ 

- apulica'nts were avdilabie fox a particular jpb classification \> 
It is important;* however, tHat applicants*^ expectations are ^not V 
raised too blgb* They need' to understand that ^there arS*-no^'- 

^guarantees dh'at'a job i/ill be^developed .that "they'co^ld qualify. 
for, and that ■ as^uranc^ss .cannot be vgiyen as to Xiow long- the 
wait might be before applicants are , notified of an opening, 

Even vHth, a pool of appllpsn^s, it was 'essential to , continue • . 
^ sending announcement^' 6'^ each- opening ^ referral- sources, ' 

aijd not; rely solely on o^, files.. The annot/ncements prompted"' 
.the referral sources, to rfejfer persons that they had not -refer red^""- 
.^arliet, ,el.ther because -^^d it ional (^lents. ha.4^ recently com^ 

to them, or they had< hot previousl/ considered Project Skill.. 

^ " Pre-Screening . : " 

.^re-screentrvg;for Prpject Skill consisted of -two elements: , , 
, 1) ^ collecting .information about t^he applicant* that; woCild be • ' 

us^fui--i^n fev^luating 'his/Her suitability for particular Pro3e.ct 
, 'Skill 'job openings/ and^in wo^rkin^/ with the individual after ' 

he/ she ,is hired;; yhi , 2) ^conducting a pre'-scre'cpiug - i^te.rvi'ew.^" 
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Cbllectlng. I nformatlofy ' -^.l ' . ^ * ' " ; 1' \ \" * ^ 



Referral- .sources assisted^ the applicant 16^cottit)lf ting Xhe 
followlrig:* * ifc ' . ^ -^^ f 

' 1^ .A State of Wisconsin Application .fg.^* 'Employment It * ' • 
was ^spfeclally important th6t this. fdrtii»was^tione neatly 
o and completely, •a;57l<^ became the inft^i;^ contact documiint ' • ^ 
fpr prosipec.tiW^mployers. ' -T'* ^'^ 

2) A Project. Skill Application F^tm (Append^ P). This -form* , ■ / 
*^ prov^^ed the ^projec^t with needed information not^ included • . - 
on th\ SCate ApplicatiQn. ' * ; < i". ^ ' - * 

Ji) A Release' of Information Form' (Appendix G)\ "^This enable<l • * 
'the projefi^to obtain further -needed inf.ormatlon not " : 
available tlirbugh the referral source. * ' ■ - _ 

•1% referral sburce/alsa provided Project Skill wiW^a cergif' 
^ flcation qf disability (Appeftdix ti) . This farm was complet^ed., 

by.a qualifi(j.ed, pefson,.wlthin . the -referral agency, usidg raedicai, 
, psychiatric, -and other diagnostic Information. The' certification " 

was necessary ^as docuitfentat ion that; applicants were #i;om- the' ^ \" ' 

targeted population. . \ ^ V ^.^^ . 

V ^Although the Original certification served the ^lutpose op • 
^.^lUshing a'statement of ,eliRj[,bility , in spine cases dir^tain' " " i 
apt>li6aiitg'.^nd trainees proved to be., unready far thV training 
^ program^ "Therefore, referral soiirces^were- asked to add the . " 

following staj{ement.: "Tlje applicant is willing Ad' -afelg^o ' ■ " • v 
> enter the- Project Sklir tralriing program, and can be* expfected , * 
. J:o adequately . tolerate thte stress of ^tull-£i*me emplbymen^ •* ^ * '} 

In addition, it id important for tb§ reterr^l, source , to proV.jLdf ' ^ 
copies of 'all pertinent medical, diagnostic^ ^nd. evaluation- / * • 
material that they can legally pass on. . This^ Includes physical ^ * * 
^ . -capacities reports, "psycholbgicaL dvaluatlpns,. rehatillta*|f ion r - \ > 

facilities reports, and reportk from vocajrlon^l' assessment •'^ ^ - \ '" "^ 
.centers. Report?? can/bc heJpfAr- in* many waysf e.g., ^ • 
^ ^ - examination could indicate certain physical linrlti^ioh^, such^^s " • 

restricted ability to stand for over an hour;* a psychological / T I 

evaluation might list a^relatlvely low reading level ^f 2.6 ' ^' \ / 

. grade yet state that there is- evidence that |:he applicSit can < ; 

; If art! an tinskaied -job through oral, ins trueWon, and demonstration; • " lj^ 
- a vocatdonal-wbrk. adjustment progress ^uwinat^ could, give evidence ^ • 
that the^app^cant Aas reached a near-competitive level ol^work ^ ^ t,'" 
peDformanc^/Snd jcfb adjuaftment. . When* other-, types qf. eval*ative / ^5:^ 
material are ol< or incomplete,' the ref erral^.source muisfe.-; p^ 
their o\m .impress 1 9ns and Recommendations*. ^ The adddtiot^l' 

documeatat ion -Trequestad from ireif erral .sources, is descJibfed in ^ 

Appendix,!.: ... . . • ' • ' ^ • - - ' 
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Pre-S'creenlrtg Interview r ' , * \* 

A pre-screenlng Intervlev was held with each person who applied 
for a Prbjwt Skin job.^ In this Interview^, the project^ was * 
^ explained to the applicant. I-t also served to put him/her at 
' ease and^gain any additional n.eeded Information pn Interests, 
sklllst past experiences, and other conditions that must b6 . 
taken into' consideration^ Inv job placement. For- example, J.nfor- 
matibn listed on the state appl ^.cation's work history and otbie^ 
traln^i/g sections was^often incomplete concerning vocational ~. } 
assessments, work adjustment and training.. Transportation' . 1 
Bhould >e discussed with the applicant sq that- adequate\irrang4- 
♦ ments ^can be made ensure that; the trainee gets 1^ and from ] 
work. . ^ * ' ^ ' . V V ^ i 

^ \ • ' ' , ' ^ "I « 

The pre-screenlng intervlev? also- served as a "dress rehearsal'* *- ; 

for the ''^o^Cf ortnai oral evalua«ti)6ri ^wh-ich was *to, occur later, f 

R^gave^cjues t'9\t*he'' applicant 's '^verbal skills, cooi>ferativenesi, 

stress tolerance,, and , Interest* in the pai;tl€.ular opening, for ' ♦ 

which she/fie was' being cVnsld^red. If it app'eared that the . . 

applicant had been. Inapprc^^r lately referred for a-^posit?lon, " ; 

this fact'wais discussed with the referral source... The referral 

source then discussed the altuatlpti 'with ti\e appi^cant.* / | 

Applicants who insisted on going -through with the civil seryicd 

examination were aLlowed to 4o so if t^iey met the mfnimpm , J 

eligibility requirements for the jobjr^ This* situation rar-ely* 

occurred' in any explicij:- way; when it did the chances were the? 

applicant w%g;.ranked relatively low# ^. . *\ ^ • ' \ 

* ' » ' \^ \ • - ' • ' ' S 

' "it^ . * • . \ ^ ■ 

Civif Service Examination ' . 



I 
{ 

step in th^ Intake proc^ess was a ^clvll service exam- J 
The rno^C typie^l type of^ examination was an oraf'^ - 



^he: n^t 
' Ination. 

^ valuation , in ^ which ^--panel <ti two or three persons lnXerview4d 
the candidates, Quesf lohs vere t^ilofed'to the ^|^ob^l>elng- ' » 
examined . for , and ih^ same quesf/onsjwere. asked of each applic^rft 
Each applicant was tijen gi^€5n a rium^lcal cdvll service score, j/ / 
ranked >on such factors as* past work experience j' / 
and 'tValnlftg, attitude toward^and^und^ the job, an<t_i 

personal character isifics such as stress toler^^nceVfbr health 
.limitations^ The/evaiuatlph^fa.ctors^re listed in. more detaU.) 
on the Applicant |;valuat>loii Sheet" (Appendix J). Project ,S|cj[j^l 
staff usually served as members: 6f thecal' evaluation. |i§ne£, 
although - par t^pip^t ion by representatives of ; the employing ageijcy 



was encouraged .; 



Writ,ten testa, or perf ormaoce evaluations were also used when 
Project Skill and/or the hiring agency^^consid^red .them to, be 
important sel6c;tito factors. jThfse were jasually appfopriaf eti 
,modflfr<?atlpn8 ^j^f exi sting. ,tes1?S,.. devised In .coopefatlt)n with/ 



.Stat,e^,Bureau of .'"i^seitKiel 



''A 



4 civil service examination givBu for a Prpject Skiil position 
often resulted in the establishment of 'a civil service regisl:e.r» 

v-'With registers nexam spores and raultings are valid for six months 
for other Job openings' in the same job ciassification. A record 

v^ot tl^^ registers, with names and explratio^j* dates, Vwas k^pt by 
the Intake Counselor* Procedures^or filling. afty position, 

' cdvered by a register then entailed certificatipn-.of ullgible " 
names-from the register and scheduling these^epple for a job 
interview", a considerably less complex process/ Establislwrent 
of .a register eliminated repeating the time-consumijig steps of . 
job ^announcement, "recruitment, screening, and oral- examination 

' for every -job filled. - * . " 



A~ feature of the. Wisconsin Personnel Rule which allows recruitment 
to be limited to a target^ gVoup is category certification* 
Category ceirtif ication expands the number of applicants who are 
certified an'employer as eligible for a particular position / 
from the usual three to a m^inupium of five.- In this system the 

> categories are: . Category I - scores of 96-100,- Category I£ - * ' 
85-89, Category -III SO-^Sl^A,* etg ., .with abo'^e 70 considered . / * 
passing* . In the. situation where-one vacancy exists, the top * 

-^crategory is certified. If this does not yield five applicants, 
ajjditional categories are certified until at le^t fjve. applicants 
are eligibl'e for the -position. „^For example: it-Pn a pkrticulSr 
exam' three people? had scores between 90 and lOoYhd'^ur^people 
had scores between 85 and 89, seven peot)le would be .'eligible tq 
beintefviewed by the 'hiring -authority. If" * ' 

Category certification had^a positive effect on Project Skill 
in two ways.; Pirs,t, employers were 'more Confident thkt: ,they 
would get a^acceptable. candidate If they had more per.^ons to 
select^from. - Second, JLt allowed more Project Skill applicants 
to feel /'successful" by being selected for the final interview. 



. 1 
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^ Final Selection 



^When The civil\s^rvic« i^eglster was\ estamtshed,^ It was. the ^ 
employing unit '§S=«peftfi4bility to contact PrqJTect Skfll 'appllcantj 
for the final selection iiH^viewS,>HaaeTfriring decision rested 

' with^he^'employer. • A ProjecK§fc£yL.«*4ff person - usually the . 
IntaRfe .counselor Vas present at the final interview^j*- A 
familiar face^an(3 morail support for applicants hei^fed put them 
tt' ease ;so that thjsy could do their best*>. ^ % 

: ^ ' . ^ - _ " -\ . 

The Rroj^ci^-Stefll. staff person also served as a^^bhsultant toThe" 
employer!, Intetpreting sttenfths and weakness^sT and alerting:^ 
supervisory 'and agency representatives' to potential problems. 
Kor.examiAe, physical dlsabllltits or medicatlbns which xywild • - 
affect the vopk assignment wer^e expialnei, ^s was the general 
category oY disability (f etatdStion or emotional disturbance) , 



- i9 - 



^ • in non-technical terms. 'When a*f^tial selection was made this 

information was transmitted to the Project Skill 'Trainer who 
would be working with the agency and the trainee. The'actual 
^ ^ training process then began. • * * ^ 

' — Feedback to Referral Soutces ^\ x ' - ' 



, . A thread running through the entire recruitment and intake - 
/l' : ' ^ process (and,, indeed,^ fhe entire/ project) has been the need- ' 
\ ■ ^ '.for Constant communication with, and feedback to *the. ref etral * 

. sources. They need' to be informed about ^he applicant 's y^r^ 
>etfonn^ce in the pre-screening, oral exam, and - final interviews, 
* V _ "^^^^ gives, the referral sources valuable irlf ormatiom^which 

_ ; can b6 used in their continuing rehabilitation effort wi'tli . 

'^^^ individi^al, For example, if the applicant's iutqrviewing 
^' skills ^re not good, the referra3 source cnn set up"^ a program J 
_ improve them^ In tWCs wa^ 'all applicants' to Project Skill " 
r.ecelved a service, whether or nbt they were successful in 
obtaining empJoyfnent through Project Skill. . ^ 



• * t 

SECTION IV . . \ 
TRAfl^ING • . ' / °- 



Training includes activities 'which focus on the pre-trairfing . 

and, trainine process. ' ^Th^se activities include providing 
..information, instructioiuand discussion sessions for trainee^, 
.co-wotkers, supervisorastraining directors,' personnel 'mdtiagets, ^ 

administrators^ project staff r and ref*erral agency pe'rsonjael. / 



♦ f^he inaterial in this* section of the i:epo|:t i3 based oit two and / 
a half years' .experience with the proj^dt. Some procedures Aiave 
" worked well,' others have* not • The general^con^llisioh is that 
. . ^ , particular sclifdM.les and relationships can be varied somewhat: 

with individual situationst In all situations, tibwevfer, 'the' ^ 
following seem to be necessary: ^ ♦ " • ' • 



1) , Understanding ij^all kis^. persons ;of their responsibilities 

2) An effevcttve communioation'systein. ^ 



Puiiposes'Of Training * ' ' ' ' . : ^ ' * 



orientation 
^ ^ 



\ . ' yOrientation .involves familiaTl^zlng individuals with facts,. about • ^, 
/the trainee arid th^ *trjaining program, ^^ienb^tion' is 'necejssary^ \' 
• %^s,o-- everyone *?ho iV'in It- pos'ftrbn to li^ffluence 't;,raintng progress 
. has the information needed to ittake wise Wdgnyetits regarding the^ 

. y ' J project an<f their role in it. Fpr ,rfXaropare:^ ^ • ^ ' ' 

.^^^•^ An adminisj^rntor needs to krrow general goals of the project < 

relationsliip to liffirmativ^ action mindatep. ' * .. - ^ ^ 

^ A persortnei manageV needs to know an applicant's job potential ^ s 

ds to decide if he/she. c^n fulfill, the posi^tiori requirements, ' , V: ' ^ 



A trdihjje needs^to know work rules if he/she dP -expected to \ 
♦ ...... follow them. , ,'" • *■ ■ ; */; 
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Skill Training ■ . • ' ■ - /./ ' "* ' 



/ , ^'^^ll training (the, formal oj? semifbrmal instfuction in task 

, ^procedures), is necessary to teach- t'^ -trainee, iccep^fed ways of . 



doing Job. • ^ . - ' 

ERIC ; . . : ^ :v: - > ... ... .^.;v^ 



1 ^ / ^ 

Adjustment 



Adjustment refers tp the .acquisition of acceptable befkvior 
for the work setting - "fitting in" and "getting. along." ^ 
Tha trainee s- behavior reflects attitudes^about himaelf /Kerself , 
■tne work, co-workers, and supervisors. Without a reasonably - 
positive approach, the |>ainee, despite^the learning of skills, 
may. well resign in discouragement or- be tenni^ited by the employer. 

■ . . N ' ' 



Admirtistrators 




Orientation/Training 



Top agenqy administrators should^be informed about the program 
by.'letter from fhe project administrators. Follow-through 
meetings are then arranged. The actual orientation of agency 
or unit staff, whe'n supported by the administrator ,''giv£s 
backing to the projjct, and lets the employing unit staff .realize 
that administrativ^e ^^port.ls given to the program', '^tt may " 
be desirable t6 havi the administrator give a preliminary state- 
ment at an o.rientatlon meeting. Here is what ;^s done at one 
institution: ., ' t 



_^An initial agreement was 'made betweeri the administrator and ' • 

. . the project job d^eveloper to hire a trainee. Since this was - 

. the first trainee in.this setting, and there was cansideVable ' 4 • 

• apprehension, among staff ,^it was agreed that i meeting of a 
■ representative ^of'a<3ministratiqn, persopne;, traitting, and^ ' 
. ^"P^'^visors would be held, with' project ^staff presenting " . , 

dimensions of the program and answering questions^ A one-ho^r - " 

session was held which included the showing pf the' f ilmograph 
« * . ^v^JP"'^ project, an introduction .by the employet's trailing ; . ^ 

. ■ airectoryand a^preserttation of about ten.mlnutes each from , 
the project job developer and trainer. A question atid^ Answer • i 

• '3^^^"" followed for about a, half hour during' which several" » ' 

issues were raised concerning the abfllty level of the trainees 

special conditions such, as-whether,, trainees can' have more days ' ■ ' 
-off e|ian regular employes, and the roles of supervisors and ' 
■ . , project staff. The seisslon served^^to provide iVif ormation ■ - ' ■ " \ 

4f|: • '^'^^ o"*^ some of the concerns' of employing unit staff . ^ ■ , 

■ ... ' Personnel Managers ■ i - . ' r 



Orientation of personnel toanagers begins with the contact by 
^, . the job developer,' -who might be accompanied hf a trainar. Wot ' • 

' 3 description- of the overall program but discussion of- 

. -• • potrentlal 4-rainees and their abilities and needs is important 

•.to th6 personnjel managers' understanding^ of and cooperation with ' 
♦"'^ project. ,iThe personnel mafiager may decide that* the appropriate 
• approach in -his/her setting '.would be to have a formal orientation 

such^as the example described above. Cp-worker orientation may ^ 



be decided upon after discussion with individual supervisors. 
The personnel manager may decide that certain supervisors ^ 
are more likely to be helpful " aiid proficient at training* than , 
other supervisors. , • - * ^ . 

Supervisors - ' ) ' '* 

Semiformal Training Program: ^ 

Early in Project Skill's implementation, ^taff and the Advisory 
Board recognized that a specific structure was needed to help 
supervisors .more effective^ly train persons who are mildly 
retarded or restored emotionally disturbed. They fel| that ^- 
a training program ^s needed to dramatize for supervisors the 
need for training, clear Instruc^igns, and a positiv^-vork 
c;Jimate for all employes both handicapped and non-handicapped. 
•^hey also felt 'the training program should Hnclyde p,r*:tical 
suggestions for training the mentally handicapf)e^ . , 

One result wns'the devising of a Supervisor Traihihg Manual* 
which the trainer/technician used in a number of settings. 
^ The following outline, in mo.dified form, describes the format 
of the two-houa^, group sessions for supervisors: 

Introduction of leader ancf" group members; definftiojis of 
purpose. 

^FQiept ^kill filmograph and sharing of comments about 
trainee, ^ogres's from supervisors who have already . * 
trained Skill participants. 

« 

Exercises > t 

- Time<f test '(Appendix K) "followed by diflrfossioa of 
libw trainees react to pressure, how. intense pressure 

.mlg^t interfere with productive work -performance 
^(anxiety arousal) and how a trainer might lessen 
• this anxiety. * • * • " 

^ T Towel foldln^^ exercise, Illustrating ^ind:^idual 

approaches to a particular task (different ways Vf» 
^folding) and cons.equently . the need for step-by-step 

planneil trailing for proper learning** to occur. 
^ This is related to supervisory responsibility. 

- Taking directfbnsfexercise, where the group follo^ 
ve'rfcil^ directions for tying an underwriter 'rs knot 
(Appendix T.) . This illustrates that pace and clarity 
.tvc Important In r.^vlng directions. Tlio non- 
h.indicaiiped can usually absorb frxjm^ three to six 
simple instructions before jconf^siort^begins. This 
is an opportunity to empha^^^^hat Skill trainees 

-may take lorig^.to learn the tMlt%)^to be performed. 

\_ Supervis or Training Manual s April, 197S, uhirh i<. ^^^^^ToKi^ 
• .from Project Skill headquart^^ers in Madison, Wisconsin*. 




P^st experifence has shown that tr^inefes can be;irn 
and c'an'reach an acceptarJle^ level of pifoductivi ty . 
This goal is reached by establishing a consistent 
training*<i5ogfam. 
- Role *playin^, where a "supervisor teaches the under- 
vrlter*s knot to a new efnpl-oye^ This provides a^ 
opportunity to discuss specific ways to simplify 
connnunication and effect^ learning* 

4) Discussion of leaning principles and lecture on 
• components of training (Appendix M). , 

Specific Anforma-tion Regarding, Indisrldiial- Trainees: 

Supervisors wa^t^tvery sj^ecific guidelines t^egarding the' 
handling of theirNixattPsrej^.. Although general orientation 
is important, spccifiic .information regarding the trainee 
- is essential to the pupervieo^;^ for tielping in the training 
process. The fol]yowing information should be given to 
supervisors: 

^ \ 

1) An e:^planation of the trifinee's physical disabilities 

which might affect the work assignment - epJLlepsy, for 
example, oven though *w^ell controlled, should be discussed 
It is important for the supervisor to know about the 
medication and- what to do if a seizure" should occqf/ 

* - ' . * / 

2) A statement ajbout -the trainee 's general category .of 
disability, e.g., retardation or emotional disturbance* 
The focus should be on specific behavioral components: ' 
e.g.^ "sottiewhat slower in learning new tasks than the 
average person," or ""needs matter-of-faot praise^ 
fairly frequently, in the beginning of l:raltiing." - 

The fpllowing types of information shoul<l not bfe given to 
^supervisors : i ^ 

1) Diagnostic categories, e.g., Schizophrenia, or Passive 
Aggressive Personality, Generally, these label^s tend *^tEo 
cause fear or confusion among supervisors. There is a 
misunderstanding of theAmeaning'of these terms and 

U severally a self-fulfilling prophecy may operate where 
^^^avior is expeoted. yTt* is better to explain 
certain likely bebaviorar-components and suggest measures 
the supervisor ^igbr take, e.g^, "if tAe trainee tends 
tends to isolat^^hlm•self /herself , make gradual efforts 
to talk to him/her'' and include him/her in group ^discus- 
sions/* or, "the:^rainee responds best If he/she- knows 
that not phoning when 111*^111 result' in loss of pay*"^* 

2) Intellig*encie^uotlent (I.Q0» Mere knowledge 'of an I,.Q. 
score often^ results in arbitrary exclusion .from certain 



t 



tasks or dlscusslqns, and leaves out of consideration ' 
the individual; adaptive ability of the trainee* It*ls 
, better to tell tbe supervisor, e,g*, "Joe can learn^ 
the schedule besfe If youjgo over any new assignment. with^ 
him several times, having, hln repeat it, prior to his ^ ' 
i^beglnnlng the Xask, Checjc on his work about each hour 
, the first nl^htV and east up* gradually f rom ^then on^^ 

^ The principle Project Skill has' followed^has beeh' to give ' 
information which 1$ useful, necessary, or helpful because 
it is directly related to training success* . ' ^ : 

Co-Worker Training and Orientation " ^ 

Soon after the supervisory tralnlhg started, the project staff 
became aware, through feedback from supervisors,, tbat co-workers 
were beginning to Question thife special training.' To respond^ 
in these queat tons jand to- strengtfien romaitmento to the prtfject, 
Skill fttaff dftfligned a cd-^o'^ker training pi^ogrom'to be a com- 
piemen t to the program provided fot^'sup^isors. In both cases. 



the training was designed to proxjdde infobc^arjon ori the capjabil- 

of the population and insights into ways to respond to 
potential ^sltuatlons^ which might arise dts;ing training, 

Co^o^I^er training was first instituted at one of the State's 
^ -residential institutions when it became clear that one of"%he 

^^^^ trainees was receiving. hostile teasing f rom^p^o-workers* 
• ' . • "it^ the support of the department administrator, co-worker 

training was introduced. 

Co-worker /training was a modification of tl& supervisory training. 
The following agenda was*-often used: 

• Introduce group and disquss^the Wheel (Appendix N)/ * 
Then follow same sequence as for supervisory trainipg/up 
to the role playing of^ivl'ng; instructions for the urider-^, 
- writer's knot. The second half of. the training can utilize:' 
a»p Climate exercise <Appendix 0) --'^ 
h. Word game^^pgendix P) . 
~*The session can then be concluded with specific information 
on the 'structure and purpose of the project itself^. ; 

The orientation of co-workerd was At the discretion -of ,j:he 'super- 
. visoc, personnel manager, and the project tralnei;. Some super- • 
, visors prefer to say^ nothing , to their staff- other ^han, ''This 

Joe Brown, who. will be' a trainee in the .maintenance department. 
TMs may suffice. Other supervisors wanted' an orientation for 
^ co-workers because of some apprehension about- special ^ra'g^aris 

or about handicapped persons. ALl Jorlentatidns should 'be^dfB 
known to the t*rainee, especially those for-cotworkers* - 

^n*one instance, ^jEhe agency admini^rator., training director, 
/ personnel manager .thought that co-Worker orieri^tlon would*', 

\ be^ absolutely nece*s;iry. Those three matiagement representatives;* 

' O . ' * ' ' 25-'- 



^togethet with the trainee's co-workers, met with the project 
job developer and a project trainer l^efore the trainee started 
the new job. The filmograph was shown, introductory remarks 
were made by the training director, ^nd brief presentations 
were? given* by the project jobyieveloper and trnlner^l Considerable 
feelings were expressed, pro'^and con, toward the pro j ere t by" the 
co-workers. Some co-workers were upaet because, as *they ^,|flted , 
"If a retarded person can do 'my job, what does that say about me?" 
This concern is difficult to r^^pond to, 'but some of the answers 
'given were: ' ' _ 

"Everyone does not choose to or is able' to use all his ability 
on, a job." • ' . . ' 

' "If one has more ability," he/she can move up to ^ higher level 

- job." . . : _ :^ 

It was emphasized that trainees were hired at less thaa the 
usual pay rate, bd£' we;re e*xpected eventually to work up to a 
satisfactory Iwel of performance and achieve regular status 
and pay^^rate* Another issue was whether, trainees would pay. < 
their "fair share" of union dues** "The answer was /'yes*'' A 
few*co-worJcers rose to the defense of the "handi;sapped" saying, 
"I know they need a chance,"^ or, "lYelieve they •can" do- the 
work/' The sessi<^n served somewhat ks a catharsis fpr co-wdrker 
rupiblings, and did pjrovide information. It 'also prevented 

isputes^ between* trainees and ."regular" employes, and possible 
^dfsruptdon of the work situation. - . - ^ 

\ Trainees- ' . ^ : 

trainees-'are usually, first informed about the training, program • 
from a referral agency counselor, who iias'^aome general background 
about the project. H^hen a specific job -is;. open, the referiral ^- 
, agency counselor can' offer some detail aSout job tasks, wages^, 
hours, title, and Ideation of the job. Jii^s information " is 
given to the referral counselor by the prcrj^ct's intake worker. 

Nex.t, the jbrainee meets with the project intake counselor, (in 
Madison; at the project headquarters; oatstate, at the referral 
agency) who provides further information about the program, job 
goals and objectives. - ^ 

The pur4)ose af these preceding interviews is to give the trai?nee 
some of the facts about 'the job and to discuss some of the 
imp-licatlons the job would have for him/tier. For example ^ the 
receipt of , Social Security Disability Insurance, may well be 
termlnatecf. af ^er up to nine. months of employment. At the civil 
service oral evaluation, the trainee wj.ll- state his/her knowledge/ 
of the jqb being applied for. ' . . ^. " ' 

** . ^ * • * 

The function of training^ iii tlfe Project .Skijl job— is to "teach 
the traljiee the , indi^>Wual miathods and procedures the supervisor 



requires and to help him/her adjust to the work situation- There 
have been .three training^ models to assist the traine§: 

1) Preliminary Training By Proj^dt Staff 

For the first groups of trainees early in the project, 
preliminary training sessions wereT^eld. Placement<^ 
staff provided orientation speakers from the union, 
safety program, 'and personnel. Instruction, demonstra- 
tion, the t^TOut'of tasks, role playing -of trainee/ 
_co-worker'-l|!|(^^lhee/supervisor relationships were 
included- JAftef'a weaker two, the trjiinees were assigned 
,to their regular supervisor. 

- * ' • ' ' r ^ * ^ 

Tnis format except ^or the personnel orientafeipr^, ^was - ^ 
distontinued when It was. discoveVed that most Vpplicanta' 
•previous training, skill, and adjusttnent was at least 
miniifially sufficient to enable 'fhera to .train at the * 
regular' work sl^e- - - 

2) Preliminary Training By Employirfg Unit Training Staff 



3) 



Two emplaning units had a preliminary training program 
for their "regular" workers wbich was also given. to 
Project Skill trainees." 

. -:. Preliminary training'' £or Buildinf Maihtenance Helpers: 
,For'tfhe first groups, of trainees, the^formaX training . 
outline was f<\Ll6wed. .However, it was discovered * 
that many trainees had trouble, adjusting to their 
regular work setting after getting used to the f 
preliminajry training s^e.'fThe modification effected^ 
was to retain the personnel and work rule orientation \ 
in formal sessions, but to curtail the extent" -of the" \ 
preliminary vork demonstrationstT Xrainee9 wer^ then 
transferred to the work site- itself . The-unit trainer 
then acted as a consultant -to the supervisor , This 
^bnat seemed to work'more effectively. ^ 

mlnary "training for Nursing -Assistant (Employing^ 
.-'Training Officer): Otie institution us^d a formal 
^Trio'^eight week training program of classroom 
istruction,^ lectures, audio-vidual aids, and gradually 
Wcreasing job tryouts. Written .examinations wete ** 
given at mid-training and at •the end. Currently, 
a Project Skill trainee has progressed through xhe ^ 
formal training sequence along with siii or other 
"regular^* trainees.. ' ' v 

^ * * \ - ' . , ^ ^ 
•Training, By Superviabr from First of Training ^ 

In a ^arge percentage of the training «ite|r,' trainees . 
are turned over^ to the supervisor for training from-the 
date of hire. A member of the personnel department ot ' 
jffoject Skill iJtdff introduces the^ trainee;^ the 




supervisor.' (Usually, the -trainee flrst^meets the • 
supervisor at the final interview when- the decision ^ 
, tp hire, is made.) An orientation ^from the personnel 
""d^paftmerit, is always given dui:i^ng 'the first several 
'days of ei^loyment. The trainee* is given the s^me 
•lAlomation as any other new employe: ^ ' 

- General Job gonls 
* - Vork ru.l.*s , . . * 



- Tour and description crfrAifi^k-area 

- Use of time cards y '/S^l^^ff/ 

- Hours, breaks, lunchjjdWfe|^^ 
-.Safety prac trices J, ^-flTe/>e!ats 





^Introduction to c^o-^^f^ers, supervisors 

- Health insurance ^ 
. - Retirement 'u- ?• 

- Sick leave . - ' ^ 

- Vacation j * . > 

- Life-insurance.. \ ^ - 

"These discussions between the personnel staff dr supervis 
and the trainee , help establish the ground rules for the 
trainee *s relationship with the supervisor. 

It has, of ten been advisable for the trainee to rwork with 
a co-»worker at^first, if possible. In any event ,^ the 
trainee should know specifically where, how> and to whom 
*to report for instructions* . ^ 



Programs, Training Plans, and Reports 

Programs • « . , • - • - ' . . . 

Several documents state the g^ais*-of - the projeet and specify^ some 
of the responsibilities of the^^^emprl oyer ^, Pro j.ect Skill, and 
the trainee. ' / 

- General Ttaioing Plan: The General Training Plan is based 
on requir^ents of the, S^ate ]^rsonnel Code. The plan 
outlines certain aspects of the' project such as tasks to 
be learned, trAlniii^g process, characteristics of trainee 
grbup to be^^ served, funding source for trainees; /recruitment 
process,* end length o£ training, k co|>y o.f this plan is 
given to each employing unit personnel office: (See Appen- 
dix Q.) . ^ i. . ' ; 

- Training and Employment Agreement (Appendix R)5 This. 

' ^agreement specifies the title of the job, pay rates, time 
of. training, ^nd conditions of /completion or j:ermination. 
The agreement is signed ''by the trainee, the employing unit < 



representative, and the persoffnel buteau representative. 

• A copy then received by each p^rty to the agreements 
Although the document specif iM d training^ period of up to 
six months, the. employer can advance the trainee eatlier 

^with State Bureau of Personna apl^rovat. AlSo, the terra 
^ of training 'can be extended for a- period of time, usually 
T - three months. This additional tloi? ha^ rarely been necessary, 
because after six mdhThs mo^t traiaees bav^s had tile to ' • 
demonstrate that they can be. advanced to regular probation. 

- training Program (Appendix S): ^ha Training Program's 
major components include the duration of tfaining, pay, 
supervisory responsibilities such. as Instruction and 
reporting progress to the tra'inee- and^ Project Skill, as 
^well as IteniringL^the't&sks of the job.. Some items sucTi as-- ~ 
- pay are determined by a union contract ahd the Stite 

Bureau of Personnel. Reporting schedules are suggested, 

• but supervisors are. allowed obnsiac^rable variation in their 
adherence to the schedule /this document taust be approved ' 
by the State Bureau of Personnel; a. copy is. given td the \ 
employing anlt ""personnel off leer', jjupeifviaors and tsaih^es. ^ 

Specific Training Plans ' ^ ' . „\ ' 

The specific training plan la a^dlscrlption Of tasks, procedures, 
and a timetable for learning required tasks. The plan is used 
by certain employing unit trainers who have a formal structure 
for training (Appendix T) . The unit trainers usually Implement 
the plan themselves, or work with a supervisor to help the , / 

trainee in following the plan. Project trkners c^ be of " 
assistance in working out plans to tcAch certain tasks, or to 
modify behavior which la .interfering With iob progress... - - ^ 

Records/Progress Reports 

In order for the supervisor to ke^f) tr^k of trainee progress, a 
record shquld be kept of bask leariC^g and job-related behavior.. 
The analysis required to do justie^'^to'^the trainee and provide 
a fair repoFt^glves the supervisor tlae to think 'about tasks 
accortpllshed and job-related factors. The trainee should be 
Involved in the rating process through periodic discussion with 
the supervisor, and the trainees should sign the report tb 
Indicate they have seen it (Appendix U) . The rrftlng f.rocess, 
although useful in some training situations, is espieGlally - 
helpful -Eo Project Skill trainees who 'are used ta being assessed 
and evaluated as part of their pas.t rehabllifcatlon programs 
and can ...use the assurances and guidance ,<>f supervisor? who have * 
lookedrcarefuliy at trainee progress. ' 

Record forms;have two components: 1) .task performance, ♦atid ' 

job-related behaviors; Tasks are rated f or quanait.y- and 
quality bn a five-point scale (Appendix :V) , j*ob-r elated factors," 



, . . ' \ * ^ ' • ' , 

such as co-worker relationships, are also rated for quality 

on^he five-point, scale. It la 'suggested that records be ' ^ . - . 

• completed each week d^rlng. the\f Irst wnth of tralMhg and y , 
'every two weeks for the fcalance of training. A flexible 
interpretation of this schedule is desirable - momt Importiint 
is thae the trataer/counselor Is satisfied^ that trainee prcygress *^ - ' 

is telng made. . , . . ^ 

Magy slervisors do not like tn cprapiete^eports. »Thls reluc- 
tance c^ be partially overcome if /he-imh or pfolect trainer ^ • 
or placelient counsejLot spends some i line in the beginning of , . 
tralniirg^with the supervisor. During, the first week(6) of . 
traln^ng^ the -assigned trainer or uiteel,6r should jmeet with 
the superylsorjto. revlw hts/hef- uh< erWtaftdlng &£ the rating 
formicod^s, and to discuas trainee ttrotf resa.^ Experience has 
shown that some supervisors need .assurance that' t)ie trainee. \ 
can 'gtana;' being^evaluafced, especiali^lf some performance ^ 
-needs improvement. If supervisors conflcter reporting helpful 
.in trailing a bej:ter e^apioye^nlore li^efbl^and meaningful reports 
are ftjjrthcoming. Interest Cooperation of tl^ assigned • 
tr^iner-counseloV Ijas a±d^ reporting. . If no^j^eport is requested, c 
reports will not; flow readily. WhetJ^^iiLten rejport^ are noT 
•sent; a phone call to the supervlstJf l^^ elicit aa. oral report, 
. \ . and, some persuasion' feay 'help ^Ln encourajpng the sending of a. 
- written report* It is good -to emphasi'^5\^that the ma^n purpbses 
.: of the report are to glVe th% trainee spmfe tangible evidence 

of progress ,^.to aid the supervisor In notlAg progress and 'problem 
areas, • and t^o inform 4:he trainer of ftalneeVeeds such as • 
counseling or other^ Services. ' ' , 

• ' / . . ■ - • * * 
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/. ... 

Job Placement Follow-Through 

Who Should Follow Throufih ^ . ' . 

* • > ^ 

The referral agency lly has consid'erable' background Infor^ 
matlon about the trainee", and an InvesdAent .of time ^nd a 
relationship^ with the trainee that may i/ell continue into _ * ' , 

training and beyond^. The value of this knowledge .for placement 

; fpllow^through cannot be underestinited. ^ It is important to ' \m 
eiptabllsh f rom the beginning o^f training the respective roles 
of the..referral. agency and^ tlie prpject trainer • rt is rare* 

^ that too much follow-through Is done er that two or more 
agencies' outdo, each other liTlfDrklng vrlth the traineev\and 
supervisor. One supervisor complained that the. trainee used 
too much of the Supervisor's time wfth jH^cussion. of perso^aj. ' * ^ 
problems. The supervisor said,- "I> net a professional c^nselor." 
Although supervisors often can give ggod advice, a carlfeful .j 
discussion between |;he trainer, trainee and rupervisor will 
reveal whether the Sk||L traltmr. sWlid 'be more Involved or • 
perhaps refer the trainee to other ietvlces so that the super- 
visor* can maintain hts'/her primary role of SMpervlslon. • ' - 
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^ One primary counselor/trainer should be^ designated to fftilow * 
thtough vith trainee and supervisor concerns. ^Reports can 
then be given ^o other appropriate Individuals; The laodels.v 
followed so far are: ' 

4^ 1) ^Project Skilljrf^iner>s TfHe primary contact., <thls model' 
is , used in tHfe project headquarters ciky) : The -project 
trainer h^direct communicatiob, through work\sUe^ 
vl.s'lrte-^d phone calls as well as/receiving written -reports 
• ^ frotn-^'the supervisor . Many proMbeQs* which arise can be ' 

>! resolved in' tliese interchanges, . e.g^ , a trainee's misunder- 

^ standing of' supervisory job performance expectations, *br 
a supervisor s misinterpretation of-the causd^of^a'tr^inee^ 
momentary inattention, which might be due to petit mal ' 
seizures. Tf a problem arises which .cannot b^ resolved 
•by the projeft trained ; *e.g. ,'. need* for psychiat^c review . 
of medication, steps are taken such as the referral of 

• the trainee t;o a mental heaitfi clinker Periodic oral " 
reports of trainee progress are given to' the referring 
agency. ;;, ^ . . 

""""^ ' • r ; f ' * 

- 2) Referral counselor, or -follow-up placement counL^lor, as 
the primary contact (this model is eapeclally foilowtd 
at job. sites beyond commutii\g distance of the prbje^ ' ' 
trainer): The project trainer Is responsljbl-e for arranging 
an introduction, between the employment unit personnel 
of.fice and supervisor and the referral or followrup' 
. counselor. From .then on, the counselor follows through • 
-J with the trainee and supervisor, aflnltoring trainee ' • 

progress. Written and eral rejjOrts'of progress are 
routed to the Project ^klll trainer. Some pergonAll 
o'f fleers want ? copy of thd progress reports, also. If. 
■tipre is ft, l»g the reporting, the Proiect Skill trainer' 
should call the "contact counselor and find but wfiat is 
happening,^ Som«time8,Vit Is-necea&ary for the project, 
'trainer to travel to thft work sit* and mteet with the 
trainee, supervisor, personnel, and loc|il contact counselor. 

Work Site Visits ' - *■ '" ■ 



The project tr&iner, or the peAon deaigtfated to provide follgw-- 
through in outlying areas, should be awdre of the work setting 
• periodically tour the area, and take note of the trains e-^s ,v 
physldal and social environment. lUeally^ this should be' doive 
before the ttainee begins«swork. l^ork site visits demonstrate ^ 
interest in the trainee's progress. Howev«r. in some settings/, 
the presence of the trainer is counterproductivl. tf the-, 
trainee, supervisor, or peraonnll managerj-lndicatfes that work- 
site visits are not helpful, the trainer Should, nevertheless,- - 
arrange to talk with the supervisor and trainee in e'ome, othir 
area. Often, .this 1.^ done because of co-worker curiosity and ° 
concern that inordinate or "special" treaSnent'^is be^ng afforded 
trainees. . L . & , « . 



■ ^ l^i L^^ be geared to training needs and 'circumst 
Some trainees and supervisors require and welcome weik 
visits for perhaps the f ir«t month. Usually. howeUrl' 
the first and third week .hould .suffice, with pj^Sp?. 
c«« kH| A^Mi or fourth week*v. It iS soft iwor^ani^ 1 
/ ^J^nf^^n' trains, to follow tca^w. prograJTehrouJl 

y/.' - -f;;!-^^^l«' ^"[^ "'i"*" reports. After fairly int^fi 
• ' • ^"*5^«^5°ntacts, a gradual .lessening of contacts cih 

plate.. Many employing units require a three- and sAx^nonth 
^ • " 1^0?^ V; ^P^°y««' and-tTils is a good timf tJ closely 

at those Intervals as a partial recognition' of prokrJ^s. If 
a ttalnee Is^advanc^ to "'reg.ilar'^. probation befo5f Se'end 
' !r ;f training program, the Project Skill/ tckiner 

" P~8"" the trainee and superAriSor and, 

'Jo^ fi completion of training. " Tbll will ^erve 

Jto partially refnforce trainee and. supervisory efforts: 
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SECTIONJ V 

\ \ 

^ CONTCLUSION 



..As a-res-ult of Project Skill's research and ' development efforts ' 

within Wisconsin state 'service, over 100 persons, either 
..mentally retarded or restored emotionally disturbed were hired 
— Tnto permanent civil service positions*. The effort added. _ 
productive, valued employes to the system, employes whose 
turnover rate compared favorably to employes hired through = 
regular., processes. Initial G6st benefit figures also reveal ' " " 
a. positive return (^n the Investment;^ 

While it is true that the model developed by Project Skill 
included intensive "front end" attention such as careful screening 
and detailed training plans "in addition to other early profes- 
sional attention and . service (wi,th concomitant costs), this- ' 

initial effort> has demonBtrated.itB importance and value. As . 
> a result of the project"; more individuals (co-wor-kers and 

employers.) have» by interaction aftd exposure, learned some 
**graphlc lessons-abou* Che potential and ability of per son*«= 

about whom' they may have previously held misconceptions.. 

It is clear that, in Wisconsin, the project will not on^y be • 
continued using state funds, but the' model will be expanded 
to encompass the entire -handicapped population. The new Project 
SkHl will be a handicapped placem'ent and affirmative action 
resource for all of Wlscoosln civil service. A precedent' will 
.also be set in that the ongoing program will be the joint respon- 
sibility of two Departments' - Health and Social Services as 
' well as Administration ► . The newprogram will be meshed with 
the setting of hiring and promotion goats for persons who are 
handicapped in each state agency affirmative action plan." m 
These efforts will in turn be strengthened by the promulgation 
of a training package now being developed through , an Inter- 
governmontal Personnel Act gfaW. The package will contain \ 
the basic information needed fey personnel managers and supervisors 
regarding handicapped affirmative action. The,topics which 
■ will be developed in depth include : legislative mandated, 
Tacts ana figures about the ability of the handicapped- population, 
reasonable accommodation - its definition, parameters - as" well 
as a delineation of the res6urces available to enable hiring 
authorities to meet their, responslbllltiee .' The IPA pro/ect 
.alsq includes anTh-depth analysis of thC state^s MauageLnt - 
Info,rmation Sy/tem. to assure that.'the most workable approach ' 
Is^ilnpl^mented to gather needed statistics .on handicapped employes, 
applicants and reasonable accommodation*. As a first step 
the state application has been modified to- allow an individual to 
define. a handicapping^ condltjon i{ she/he so chooses. - ' 



33 - 



Further spin-offs of the-project include *the' Skill Extension 
to Cities an4 Countiesnin effort funded trough 4Z Dlscre^ona*' 
^unds of the Governor's Martpower Office. Thus far, in its «< • 
short existence, this 'project has brought together various 
agencies at the* local level into new and hopefully ongoing 
r«Ution«hip« ^Comprehensive Employment and Training Act Cunds 
(Work Experien^tP^nd public Service Employment) ha^^e been used 
as subsidy for positions for persons who' are mentally retarded - 
or emotiopfilly disturbed. Tho attention of funding sources 
(Area Manpower Bdards) has been effectively focysed on the 
manpower needs of tlfe target population^. Referra^soyrces 
and service provider agencies (Communlt/^tlon programs. ' • 
Division' of Vocational Rehabilitation, local Mental Health and 
- Development Dl8abiUtlea..-Boards, etc.) have not only becomfe ' 
alert to the potential value of' CETA re8ource,s for the persons " 
they serve, but have also entered into formal^ cooperative " 
relationships with the project. These new, defined processes 
provide for smooth, coordinated services to the consumer and 
have resulted In additional, substaqtlve employment and' training' 
opportuniti^'^hich did not exist previously for this populafidon. 

Project Skill has not only Worked, but it has grown and gained 
•acceptance. Given budgetary and fiscal constraints, the fact 
that ther project has gained the support to assure its continu- 
ation under General Piirjpoae Revenues is a -major achievement? 
The fact that two state agencies have entered into an unprec- ^ 
edented effort to ae3*ire lt1s continuation is an event worthy ^ 
of ^peclal noee. * ' 

-It ^ould be. under stood*, hdwever,. that .there were no 'special " 
conditions unique to Wisconsin which resulted in a viable 
project. The conditions and the outcomes can be replicated 
in other Jurisdictions. Ovir the long term, the real value > 
of the model developed by. Project Skill will be in the exten* 
to which other states or local governments are able to adapt 
or adopt the methods' and approaches which evolved from'Pro/ect 
Skill. It has wdrkifed 'and will continue to work in W^sconiftn. 
^There is continuing concern on the part of all Involved with 

governments are dM.eto pursue 
Implementation of the model or adaptation df its- struc tike to 
their own clrcomstanccs. This monograph has been written with 
that purpose In mind*. ' m ^ 



39 ' * ' 



4* 



BACKGROi^D . 

' Project Skilf is a F^titfalty funtied demon- . 
stratl^n project iindtr the Department of ' 
Administration Maapowor section. The , 
objective of the pregram is to identic, place ' 
and train handicapped individuals in jobs 
within the state-civil service system. ■ 
• * 

Project Skill is thjp^first program of its type in ' 
. the nation. The project trairwtes ^^re handi- 
capped with less severe emotional orj^-^ 
- mental handrcaps, -The trainees are hired ^ 
urider special provisions of the statd civil 
service for.a number of jobs. They are paid 
minimum wage standards or jnore depend- 
ing on experience and training. Upon com- 
pletion of up to six months training* they are 
paid regular civil service salaries. . ^ 
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FOR MORE 
INFORMATION 
CONTACT 

Fred R^ed - ^ 

Job Developer 
PROJECT SKILL 
Room 270 V 
1 West Wilson Street 
Madison, Wisconsin 53702 
608.2fi6-2692 



SKILL 
TODAY 





• Madison 0^ 

• Union i 
( Grove ' 



PLACEMENTS 
TO DATE >^ 

89 individuals been 
employed th« far. v 
As of June 15, t^76: 
23 Trainee Status 
15 Probationary Status 
. 27 Permantot Status 
6 "Promottd 
, 24 Dropped Out 
65 Presentty Working 

4$BS HELD BY 
PROJECT SKILL 
TRAINEES 

\ 

Food Service Workers 

Building Maintenance Helpers 

{'^'^Grounds 
Food Service 
laundry 

Storekeepers 
Clerks 
^ Typists ' " 
Stock Clerks - 
Office Machine Operators 
Graphip Reproduction Aides 
Key Punch Ope/ators 
Management Information Specialists 
Shipping and Mailing Clerks ^ 



PROJECT^KILL^^ 

Provides a careful job of screening 

scs. 

Provides follow-up supportive services 

Pi'ovides technical training assistance 

Strives to place people m jobs to vvhich they 
areDetter suited 

^ Project Skill trainees have proven that: ' 

' They can learn the skills necessary to . 
perform the job well within the six month 
training pieriod. * ^ 

They^are prompt in^eporting for work and 
have low absenteeism rates. 

They can function well withinrihe work- 
environment and relate to other emjDioyes 
and supervisors. 

They are generally gpod, reliSble, depend- 
able, desirable employes.. 

EMPLOYERS SAYf 

4Ve ftired^ Project Skill trainee as a full time 
Xerox operator, rtot with^^repWation or 
prejudice but with some mental reservation, 
the reason being the pressures to which the 
Xerox operator is subjected. *. 

As supervisor of an employe from Project 
5klll, I can* strongly ./ecommend -th^ro- 
gram and.jfthe occasion arose, I would nttt 



hesitate to Ijire additional individuals at any 
.level 

-Frances DiLorenzo, Administrative 
Assistant, Public Service Commission 

Frankly, I don't think we were lucky. I- feel 
thai the process used was effective in 
producing a dedicated performer.^rm' not 

. going to make a series of grandk>se state- 
ments about this clerk. Instead I will lin>it my 
remarks to a few factual phrases: learns and 

. retainsjdlows instructions well, completes 
all assig^a'*ButjeS^fn-^goo9"time frames, 
establishes priorities, uses all free time in 
sett development programs, attendance 
and punctuality is above reproach, adheres 
to all rules and fegulations religiously. 

^ >ll I can say now is thanks for a goob Clerk I* 
* trainee. 

- Jafin^ Campbell, Assistant Project Di- 
rector. WfN Program 

I have recently hired the fifth Project Skill 
employe within theiJast 10 months. Three of 
them * have supcessfully completed their 
training .}n the receiving and issuance sec- 
tion and have been placed in permanent 
budgeted positions. Without exceptton, a]| 
five have shown average to exceWent results 
in quality ^ quantity of work accom^lHsh- 
ed, in attitude/cooperation. attendance and 
punctuality. The acceptance of tftes^ em-, 
ployes b^their co-workers is excellent. This 
project has been a huge succiess. I certalnly 
hope it wilf continue. x/ 

. - Harry Galbraith. Chief, flecftving and 
Issuance^Section, Department of Trans- 

t portatk>n 
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Appendix 





EXCCUTIVE ORDER 'Uo. 86 



' wnrRl.AS, the State of ^i*sponsin must' fully utilpze the 
lents of nil its citizens; ami . ' ' 



t^m.Rl.AS, the Governor'*; Task Jorce on the Problems of People 
vith Physicai Handicaps ha? identified underrepresentation oi persons 
'rem** anT l^lsconsin work force as a significant^ prob- 

' JvrfLRl.AS, the fcyderal Vocational Rehabilitation ^ct of 
require.*; cbntractor? and subcon t roc to rs ^o implement affirma- 
tive action for thp handicapped and , _ 

' • WlHRIrAS", *;iinilar affirmative action progress is necessary 
on the part of stnte department*; to assure .that ^hc skilfS of 
Cxtcot^ ^usabilities are used .-vM -developed -to the fullest ^ 

\ t/- ' ^'OW, TIIfRKroV, r, PATRICK J, LUaV , Govyjrnor of the State 
of. Wisconsin, do here.by order: 

/ , that the head of cacjy state deportment, board and" 

compTission assess ,the.i r present employment policies 
^ determine whether these poliries ma.y arbitrarily 

• discriminate against persons with disabilities and tip 

V . - take on recommentj appropriate steps t6 remedy sucii 

di scr iminatioR. , , * 



(2) 



that each department, board, and commission ' shall 
develop and li^lemcnt, through it^ existing jierson. 
# resiton*;iblo for affirmntivc action, appropriate 
^ pi. ins eiicom^iassing the devtlopmonr of recr^l^tment 
.'ihI irf<^irril soui.e«;, ad ju*; tiiunt of i^x.i^Hi n;1t ion 
pioct'Sbcs , restructur'jiig of lobs, and training of ^ 
supervisors and administrators concerning the needs 
^ pcrsoAs .with dfTlibi 11 ties . 



(3) 



no 



that the Bureau of Personnel and the state employment 
servKc shaU, in cooperation with the Department of 
Vocjitional Behabi n tflt ion and other public and pri- 
vate agencies assist in sucTi a program^by exchanging 
information concerning apiiropriiite positions and hy 
lUKnisiiing, qua! i fied applicants. J 

tij.Jl the hciid of each state department, board and 
commission shall be rospons-iblo for the active 
encouragement of handicapped persons in applying f6r * 
promotjon, and shall promote the requisite tfaininc 
nt all levels* which, wiH qualify such persons for 
appointment and advancement in a climate of true 
equal opportunity. Departments shall evidence 
Win Migness-to discuss problems, provide counsclinc 
forN^mploy^es who foel aggrieved, and shall encouracc 
the ic*;nlution rmt}]ovt^p ^r^lrm^. " . ^ 




• GS) th;it '(icpnrt^icnts shall be responsible for thorough 

tlis£.c«inntion of ,nif o*fflrmatlve action policy. for ^ 
persons wj th Uisab^llties within the department. * 
RccruitwcTit sources nnd i*rosncctivo employees should 
likewise be; informed of the^c policies and practices. 

IN TLSTIMONY WHEREOF, I have hereunto 
\ set my hnnd and caused the jGrent 
Seal of the^Btnte of Wisconsin to 
be affixQlI. Done at 'the Capitol 
in the City of Madison, this 
sevcivth day of October fn the 
yejar of our Lord one thousand 
nine hUndrea and seventy- four* . 





/ 



Hv the Governor 



GOVE R/H.O R ' 
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EXECUTIVE ORDER NO. 



WHCHEA;?, State of Wisconsin .is re^pon'^ihle for 
in'iurinp equality of #e'nivloymcjit opportunity within state 
government for minority per50ns, women and people with phy.sical 
and' mental d i sabi 1 i-ties : an^ 

: ' , ^ \ * ' _ . 

WillRFAS, the state'is required to comply with Ittle"^ 
VII of the Civil Rights Act of 1964' as aiaen^ed iTy the l.qtiar 
Opportunity A<rt ct£ 1972, Presidential Orders aiJ46 an^d ^ " * 
1137S, federal gui^de lines ftiund in Part 60*2 of Chapter 
60 (Revised Order Numher 4) of Title 41 of the Code of 
Federal Regulations as amended, *and the Rehahi 1 1 tatYorf - 
Act of 1973 (Section 503); and ' 

WIERPAS, recent court decisions and federal a|tency 
rulings have struck down statut,es, practices or procedures' 
H^ich are discriminatory, without regard as to whether <uch 
Jt5€ri»i nation was intended; and 

WIF-REAS, there is ihtfeasing evidence that minority 
persons, wowen and handicapped persons are not accorded their 
full, rights of citizenship, \tnd are under -ut il izcd in the 
current work' forci of >fisconsin state government; and 

^. WUHRFAS, there* is a growing awareness of the need to 

tike affirmative step^ to assure equal rights for mlnorityi 
persons, women and handicapped •jser$<^s in the"st4te work 
foroe;^d 

WIEPHAS, affirmative action Is n^t merely passive 
'np^-dlscriminat ion, bu't requires poaiti.ve efforts to recruit, 
retain 4nd promote qualified minor'4'ty pjjraons, women and 
handlcappad persons, within the^jdquirements specified by 
fedfrra].anil state law; 

NOW, TMIRrFOIJJ', I, PATRICK .1. L»CP,Y, Governor of the 
State of Wisconsin, do herein order an Affirmative Action Program 
to correct deficiencies and to increase materially the^ util- 
ization Of minoritie5, wnmen and h*hdicapped persons in all 
segments of the state- work force. .A 

1. The head of each departmt;nt, board, commission and ^ _ 
educa^ioThal - institution of state g6vernwent shall e«1tahlish*^ 
and "waintain an Affirmative* Action Program to insure equalil^' 
of opportunity for all its employees ^nd for all applicants 
seeking employment within It^ jurisdiction. t:qual employ- 
ment opportunity lnclu<les, but ii not. necessarily limited 
to; the fo^lowin^^ areas: recruitment, selection, .hiring, 
training, promotion, transfer, layoff, roturn from layoff, 
compensation and fringe benefita. It includes policies, 
procedures ahd programs for recruitment, employment, 
training, nrqmot ion. and reteiftion of ^minority persons, 
women and handicapped per-soh^. Ajjency hend^ arc cncoiiracod to 
explore and Implement innovative per'.oimol pol it ir*. in orde r to 

efforts, lach stafjt agency head ^hall he .respon^hle 
to the Governor for- af f itmat Ive aVtion resultn.*^ " ^ 
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2. Ihcrc. Is hereby crcjifeJ an Af f i rmat I've Action Executive 
•rommls^ion which 5h«U ev<lu<te the progress of affirpnrtve 
net ion procramn tliroughout state service, accf comntJnnce 
irit^. state and fc<lcrnl rcuuJatlons «ntl rocofmcnd ipprove- 
Mcnt*; li; the statc'-^ affirmative action effort^. It shall 
ndvisc onijepji^Oif tho Governor. In carrying out its 
^es|ionvlirmrrcs. tJie CoMiiii5sion nay recowmeml Ic^dsUt Ion , 
consylt with state accncy personnel and other interested persons, 
in? nlJ^^r^^K ^""i? ''^^''^ oppropriatc actions to effect thi . 

nnio?r^oi i^'TK'*^:"- Comiaission 5hail :|^n.nist of 15 persons, 

Appointed hy the Governor, 9 oC when shall ptiM Ic «e«htr$ and 
iJo^^LTiS* '^-'^ folloWlnfl state, M«Ocy heads or their 

Ar «^*Prf""iatJvea: the Lieutenant Governor, the President 

' ^2n„! «r Ur*"*!^ ?f »i«?"^tn the Secretary of the Dt^part- 

mcnt of Admin istr.t Jon, the Director of f lie State Manpower Planning 
Uunnl. the Director of the Bureau of Personnel, and a representa- 
tive of thr 5tntc employees unidn with the largest number of members 
an^Uy ^V'Ty. l^'^^- ''ftlve Amer.igan. LatiSo. Orients!) wo^en 
and perM.ni; with disabilities shall constitute a majority of the 
*ommis..ion mni.hiT'*, ,iitd <haJl be appointed with con^idcrnt ion to 
•ippinpi i>ttc rcprt ^chtnt iof) of each group. 

V Mic St.itc Ariirm.it|vc Y't'o" Office, healled -liy^ the . 
Afi jiw.itivc Act inn Uofd in/tor shall be directly Vcspon- 
Mi.lc to the ^jctrct.iry of the ^Dettartment of Administration 
r the l.xcxiittve t:om«la5loa.*^'Thc office ybatl be responsible " 
for the following, in occordancc wi th *guidcl Incs nnd 
Ht.ind.trd» pioPMilgittcd bv the fadcra.I IlqunI Imploymcnt 
'Jpportiinity Commission: to seek nfiency compliance with 
fcdcrMl and strtte laws* regulations and this order In all . 
■ircii^ relating to/cqunl ompleymeht opportiin I ty .md corrnctlon 
ti '"Vrr- *I!?^'*'''^r*''*^^^*^'' ""'^ procedures; ♦to regulaflf review " 
iSi*w^^ir;!'^f P^"' afcnciel. Including * 

goals and timetables; to CMordinate assistance; to conduct 
iomplfance reviews; to rtvTew state personnel >ol fccies 
and proctsdu^cs. Inclusive of rtcrultment, certification 
process, ^election, test validation, revUw of job quali- 
^ fl.c;itton.s classification scrias, career Udders, compen- ' 
.nation and fringe benefits; to convent agency ffflrmative 
ac.^ion officers re);uUrly as nopassary ; . to receive, ^iXMlyze and 
transmit to the locrcutlve Commission periodic progress reports, 
^of aCfirmat ve action. In all state agencies; to act^as lUison 
H tir fedcr.il, <tate nn,l locnl enforcement agencies: to recommend 
anrnoccsM^v Icgivi«ei4,„ and ?o perform otiier/nct ions deemed 
necessary by ^t he xccutlvc Commission gnd the Secretary pf the 
Hrii.irtweiit of* Admin ist rat Ion. . ^ 7 

J. In each acency, the af f Irmat iyT^ct iorT of f icer shall ? 
.«l / ^P^^y ^O"- •rfirmativc action ' 

kiM; rT-t •rnrmatrvc acvon 

Min co«p ete witH goals an^tlEit tables , ^Wf qtiarterfv. 
Hid .innual affirmative acMon reports, to the Kt.itr 
.«oMlin.itor. riu; J eordiifator tog#th#r with the IxectitiVc 
(.ommisslon, shMi be' nTsponsiblo for insuring that each- 
• II!;!"''' ^"^7^?? <^o*nncs with federal and state guldollnes. 
Agencies shall report ahnutlly by June 15 oiv/^ll efforts 
A?'r?I*lJT" ^'l?^;"^ preceding yaa? |o- tmplemeot the r • • ♦ 

Affirmative Action Urogram including^ tl ) relevant activities ' , - 

" - • • • » 
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K 

within the ajrcncy. ns well as those TelatwiR to person^ and 
sroups- oUtMdr the agoncv. lh<- ijjency reports nn«l fi rnl- 
year plan^ ^h\\\ be suhmitted with the ijency butlfiet'' 
requests to the I.er i sl.iture ' s loint linance Comrmttce in 
^dd-numberod years, and as/part of the annual hiidjiet 
review in evcTinH^be red years. Agencies shall he respon*; i hie 
for thorough d i s'icninat ion of affirmative action policy 
within their dcp.irtsient ^ , and to all recruitment .sources 
and prospective employees; di ssem i nnt.ion of mformntian'' " 
about grievance procedures, and the appdintneht oF miifconiy 
persons, women and handicapped persons to examininc boards, 
committees and ^idvtsnrv bonrds. to effectuate rcprc^cntji 1 1 oji 
similar to that ^eing uigod for the ^tate work forc^'.'^Hic 
head of o.ich st.Ttc depiut men t, hoftrd, commit* ion, .md i-*!ih..i 
tion.H in«;tMnl»r»n '-bin fx.imme nmX as.^ies'* « bo**'- st-iHitc s 
over which s/hc .ub.jni trative rc-^pon wh i 1 i ty lo dtltinino 
whether those ';lnltitc«;, or the procedures and pr.ic t iLjc^fl^y 
which, they .t rc adm i n i s tei cd . di scrim nate in Any w.iv njifin-.t^ 
minority perj^o^n*:.' wonen .ind handicapped persoAs and ijikc 
appropriate remedial action. ^ 

The head of each st.ite *ge«cv aha^iyhc rcspon^nhlc ^ 
for achieving and jn.unt .v n i nj; .ifti-nty L<*pl lance in fbr 
Affirmative Act»on ProKr^.m. rbc- aj;enc/ <iha'W be m compli.niuc 
If it meets its goal*; and ti-netahles. or if It m.ikcs goo.l : 
faj^th effort* to* ne«| thosc*goala. In the evont of failure - 
to achieve them, or to demonstrate good faith effort, 
appropriate sanction^ and p«na 1 it les may be applied, \r\ 
accordance with fedcr.il anH state regulations, at the' 
recowmendat ion of the Hxecut ive- Coinnis.«i ioff. The btirden of 
proof for roViilt^ antf pood fait'h effort rfcsts with each 
agencyj Agencies which achieve outstanding affirmative action 
resuUs shall be publicly recogrfized for theif efforts. 

(>f In order to ins»»c maximum effec.t ivenes-? of thi< order 
1 am bercbji' directing the affirmative action staff to prep.Trc 
procedural recommendations for the full implomenta t inn of % 
the provisions of thi-. order a^ «;oon possible, 

IN Tl.SllMONY W!IKi«:nii, I hnve hercunlo 
set my hand nnd caused the i\t^V 
Seal of the .State of Wisconsin Xif 
^be affixed. Ifpne at the dpi tot 
^ m the City of M:tdi<iou, thiA 

twenty -third «l.iy of April in /the 
year, of our l.oid one thniKand iinx- 
huiwfrcd ?intl ^cvt-n ty • f ivc . 



-fife" y 




By the fiovcrnor^ 




tokffTARV OF SIATJ ^ * ^ ^ 



I ' • Agreement . 

/ Between 

^ ' THE DEPARTMENT OF ADMINISTRATION 
(State of Wi8consli>) ^ 
' and the 



Appendix. p 



(Employing Agency) 



SCOPE OP JiGREEMENT 




This Agreement covers the operational commitments of Project Skill 
and the Employing Agency.* The overall program wil^be administered 
by, the Department of Administration^ The ^ploying agency wtll^ 
provide positions and engage in good faith efforts to make the 
participants sugcedaful state employes'. 
PlXRPdSE^OF PROJECT «aLL ' ^ / . ^ 

Project Skill ts^^^ federally sppnsored program to recr^iit and place 
mentally retarded (mild- a^^^;^p4^ine)/oj emt^tfonj^ly ftandiqapped * 
*R^rsons in permanent state c;tvii service ^jobs'. y > 



period"" 



training period will be up t|°slx..i8onth'8 duration. If* 

1-ng ^g^^^^ijpioes that' a* trai^Ve 'fuhc.t'idni.ng at the 

.objective level, the -trViine^ BMoul* be <pvanped to th^t- l^eXT If 

the tjpainee is not able'to icfiievaVeasonaKla ptpgress, tHe employing 

* ' " - ' / " y • . > 

unit will proceed w^h ternination after discds^ioncwith'^Prbject Skill; 

TRAINEE SALARIES • \ ^ • ''i ' . . • 

• • ' •■ •NV. ^- 

The employing agency will provide the trtlfley'i^ilaty,., /^Starting 
salary will rangtf between $2,860 and $2%73 (per hoV^!"depending on 
prior pertinent experience. After a tralntofe to aix 

tnoxitis^^i^e ^o the objective tev^i rSate of .^wl^er hour. 



^T]-^-^j^^^^ oDjecc;^v« levei race or *9J^oo^gp|^ 



More jdetailed descrij^iorilfiT'^Generral' Training Plan." 



- 2 - 



VI. 



V; RECRUI'l-MENT AND SECTION ^ ... " ' ^ ^ 

Both parties shal/ follow policies and procedures' as proniulgllhej^ ' 
by the State Burjfeau of Personnel. Authorization to use Wis.^Adm. *~ 
.Code Chapter V(ds.^ 27.03 (with a waiver -to hire for permanent posi-fl.Qris) 
has been given/by the State Bureau of j»er8onnel. ^' ' 
ELIGIBILITY FOR TRyVINEES 
Individuals <(jigible for coKsideration for training will be certified" 

by referral/agencies to Project Skill as^ unemployed or underemployed 

/ ^ 

mentally handicapped persons. 
VII. REPORTING /requirements 

Employincf agencies shall submit reports as follows: 

A. Tcalfeing Records as required by the Training Ptogram/Plan submitted 
to /the State Bureau of Personnel. The program will be preparetfTjy 

:)ject Skill and subject to review by^the ei^oying agency. 

B. N co^y of the letter notifying the- trainee of employment. 

C. A copy of the Training and Employment Agreement (Form AD-PE-3). 

.D. /Notification of change of status of the'-t»ainee^ to objective level - 

(. 

probationary statjis. ~ /v 

•'\E/ Notification dt change of status of enrollee to permanent status. 
/ * * * 

. A copy of any termination'notice. ^ . 
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VIII. • SPECIFIC AGREEMENTS - 



A.- 



jigrees to hire 




Project Skill participants intQ .existing or scheduled budgeted 



vacant ijositions. 
f 

B. Ppsitions Commttted 
^ TITLE 




IX. CHANGES 



This agreement can .be changed at'any time upon^ncurrences from 



both parties. 



— — — *nx^ 



I ERIC 



(Name) , , 




(Title) / ' 

• 


Employing Agency 


1 


Date . ^ . 


CName) • ; 
« 




(Title) , . ' - ; 


Department of Administration 




Date • , . 








It 1 " - * 


5i. 




. ' '. ' * 

i i V ; * >*t ' ' '1 . 




1- .t " . V 
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Chapter Pen 27 

EXCEPTIONAL METHODS AND KINDS 
OF EMPLOYMENT 

V i . 

Prr* 37 01 Polirv Per* 27 04 Ofh^ .ctrrptinnd mfihiKi^ 

, Pert 2702 Rirrptinnti m»thod» of tm- and Iiindi ofcmploym^nt 

pInvmtnU occup^tiitnaily dw- 

Peru 27 M £s(cpt((inftrillnd« of employ. ^ , 

mem. rirrup«tionaliv hattdi* 
rapped 

o 

Pert 27.01 PpHcy, To epable the tUte, as an employer, to farry out 
its social. economiCi arid'cornrnuiuty responsibilities throu^;^ employ > 
ment of the occupationali^"^di|adivantaged by reason of. but not 
limited to., sex. ethnic backiround, or age and the occupationally 
handicapped hy^ raason bf. but not limited to mental ur physical 
disability^ or to meet the needs of the acrvioe durinf periods of 
disaster or natural etnergency/ the director shall provide for excep- 
tional methods and kincis of employment pursuaht to section 16.06 
(7). Wr* SUta. ■ ; ^v. , 

V 

lliftory:Cr RrviaUr. Ortuber, 1972. No. 202. c(r. 1 1 1*72 
• 

Pert 27.02JSxceptional tnethodt of employment; occupational!;/'" 
disadvantaged. (1) Exceptional cmplovment list ESTABLisrtMCNT. 
The director may authorize establilhment of exceptional emplo>Tnent 
eligible lists to^enable departments to hire the occupationally handr 
capped or dttadyanUged. In estAblithinj; such lisU the director shall 
employ merit system principles which are broadly comparable to 
those which are tised |n evtablisMng sUndard eligible lisU for the - 
same classification and may use such processes as: 

(a) Limitation of recruitment to the specific occupationally handi- 
capped or disadvantaged applicant target group. \ 

(b) tise of category, rating in the examination and certification 
prfK-ess. I « ■ 

(2) Use or EXCEPrroNAL employment -f.iSTs. Under his authority to / 
determine apprnpHatit eligibly listtr 4he director may. upon written 
request of an appointing authority, authorize the esUblishment of an 
except iofial'empfoyment list or tM creation- of an exceptional emploV- 
ment list from a standard employment list when: 

(b) Such list is required to meet the criteria outlined in the 
contract or guidelines under which a position is fully or partially 
funded, or • 

(b) Such list is required to meet A approved department affirma ' 
tive action goal. , - ^ ' . ; 

J3) Ari'OiNTEE gTATl'S. Persohs appointed, from an exceptioMl . 
employment eligible list to a vacancy in the classified service smill 
hecome employes with permanent status in class after successful 

* "9 

t titMittt. l)M«mb«r. I97S. Mrt. 2S2 
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completion of a-probationary peri^'^ as provided in section -16.22, Wis. 
SUU. ^ ' * 

HMvrrCr Reg itUr, Octobtr. It73. N«. 302. tfT. 1 1 . 1 .72. 

"Pttt 27.03 . Exceptional kiodt of employmeat; occupalionally 
handicappedL OccupatiotuUy handicapped employment is a kind of 
employment for occupational ly handicapped persons who would not 
otherwise be employed in the competitive labor market Occupational* - 
ly handicapped emplojpment may includer exoaptional provi»ions for 
selection, work assignment pay, employe benefit coverage and length 
of employment 

(1) The direetor may authorize under occupationajtv handicapped 
-dfiployment an exceptional plan to employ persons wn6,*becauie of 
severe occupational handicaps, would not otherwise be al^le to com^^ 
pete in the labor market The plan shall include provLvons for: 

(a) Tasks to be done; * ' ^ , 

(b) Plans for trainhig, safety, and supervisiom ^ 

(c) Proposed definiUon of disability and of essential AbiVitias; 

(d) Funding source for appointee pay, supervision and overhead; 

(e) Proposed processes for identification and fair sclecCion of 
appoiiitfes; and ^ 

(f) Length of employment. » , ' . 

(%) AppointeH to positions in approved occupationally handi* 
capped employment may hava up to the same but no jnore rights than 
appointees to limited term employment ^sitions. If an exception to 
tnis limit is considered appropriate because of n special feature of a 
proplbs^d plan, the director may waive that limitation. Any 'such 
Waiver shall be reported to the l>bard. r 

Hiiit*rr.Ct Rtgiilrr.Orlobtr.IS72. No 202.*¥n 11 17?-^ 

Perar27.94 Other exeeptional methods and kinds, of employ- 
ment Whert other exceptional employment'situations occur i\t when 
exception|l sWe or federal employment programs ire developed to fit 
theifvnploymenltpotential of occupationally disabled. handicap|)fd. or 
dis^dvantiged persons, the director may establi^^h other types of 
.methods and kinds^of exceptional employment The director shall 
repoh-^any such a«ti<^ns to the 'board. 

' Hlitery:Cr Hefiittr.Ortohtt. 1S72. No 202. tfr 11- 1 72 ^ 
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. PROJnCT SKILL 
Application 



icAnt 

^ (Last) 



Social Security Number 
/ . 



^^^^s^> ' (Initial) (Blrthdate:Mo/Day/Yr) * 



(Street Address) / 



Person to notify In emfergentrj,: 



• ^""^y^ (State) • (Zip, Code) (phon«) T 

' ~ ^ — — ^ 



_>1 



(Home Address) t^; — r 1 • - 

^ ^ ^ (Home Phone) . ^(Work- Phone) ~ . 

Income Sources-: (SSI;* SSDI; AFDC;' City\elfare; -Other) H ' 




/ 




(Jhyslcikn 

(Phone) - (Date of Last Pjiyslcal) 
o acAiities Sheltered Workshops; CowhUYilty Boards; Others); 




In order to be eligible for ProHprt- <:u'in - 

barrier to, employment. r^Jorsta^ that lol7T ^""^ " disability which is a 

such as the DiviSon of ^^^^atLalleSiMU^tioV^n J'^'^" " P-fesslgnal-agency 

Skill, in exploring jo^sibiliUos for me necessary to assist Project 



?fy dlsabillty/li'andlcap ls_ 



(Signature of • Applicant) 



(Date) 



■ 54 



PS: June, 77 
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AUTHORIZATION FOR RELEASE OF CONFIDENTIAL INFORMATION 
, (Please retain at refertal agency) 



Aathorized Agent or Organization 
Name . 



Addres^ (Street, City, State, Zip Code) 



Regar<iing Individual 



"Name (Last, First, Middle) 



Address (Street, City, State, Zip Code) 



Bir^hdate 



ATTENTION: 



SociaLlSecurity Number 



I authorize the above-named agent^ or organization, to disclose to: 

Project Skill, State of Wisconsin 

1 West* Wilson Street, Rm. 270 * 

-Madison; WI 53702 ♦ . 9' 

the ^following identifying information, where applic^ible /f rom my records: 

Dates of service; Diagnosis/type of disability; Results of physical exam- Course 
and type of treatment; Personality assessment; Intelligence level; KVptitudes and 
interests-, Summ^a^^f content and progress ^of educational and/or rehabilitation 
program; Summary andv re^WMdations, especiany regarding ability to work full- 
time,' / . • ' * ^ • ' 



9^h^ — (to be requ ited by Project Skill If further Information I's ni^d¥ 



21 



r 



_ * ■ — - — ik.^ , . 

The purpose ^or need for such dlscloburjs Is: to aid Project Skill sfaff In their 
Job plac.enient ef fortln»n my behalf.. 



II^Mo^r^^K " b« revoked by ,^e at arfy ti«e except to the extent that 
action has been taken- in reliance thereon. • • 

This consent (unless expressly revoked earlier) expires "upon: / ' 

(specify date, event, condition upon which it- will expire) — ' 

Signature of Client/Patient ^ - 



Guardian, where apiUfgable 
Specify^ relationship 



(Date) 



(Date) 



. ERIC 



5i> 



STATE OF WISCOjiSlH 
Deptrtinent of Adminiitratlon 



Release of Information^ 
(To Project Skill) 



7 



Project Skill 
Bureau of Human Resource Servicer 
I Weat Wilson' Street 
Madison, WI 53702 



I. 



^, give permission to 



, -(Type or Print) 

Project Skill/ to. discuss with potential employers or cooperating agencies^ 

pertinent background infonnatipn regarding thy: -job readiness and qualiilca- 
tion^,„ This infonpatlon might Irv^ude medical, psychological, vocational, 
and Educational records. ' " 

This release, expires j_ ^^nd nay be re- 

voked by me at any time in vrltlng. 



Signed: 



Date: 



Witncns: 
Title: 
Ajfency: 
Date: 
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Nume of ..Applicant^ 



Last 



'Address 

Street Number 



City ' 



PROJECT SKILL 
CERTIFICATION FORM. 



First 



State 



Middle 



Street 



Zip Code 



This docurent certifies that the above-named applicant has a disability 
diATolls II "^"'^^ retardation and/or emotional disturbance, ^he 



rfqSired)"* evidence such as psychological or psychiatric reports is 

I^far!!^^"f is billing and able to" ^nter the Project Skill training 
program and can be expected to adequately tolerate the stress of full- 
time employment. 

Suggested job preas: 



Certified by: 



■? 



Signature ^^^^^^ 


Date 








^ < 










lype Cettifyin^ Persdn's Nanfe • 






> 




. Title 










.Certifying Agency 




















Address 

• 










Telephone 




— ^ — — 







•ERIC ^ 
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Appendix I 



QUALIFYING DOCUMENTATION TO SUPPORT 
APPLICATION 



inlTrtlf ""'^^"''^ examination', not overdue year old. 

. ^^^^ 

Specialist examination, vhen necossary, to clarlfv 

e:n:;:;"^:c!°"""°" ii.'ta^;oS:;iSh"L ■• 

. 6e^vv''lif M„''"'"'%"^ * consideration, such as " 

work's::p"et"^'/^^^"^"°"' °f designated 

eltherln^r? ' psychiatrist indicating 

r-etSatLr«h'f?H'K" "^'^'^ ^" ^""'^""^^ disturbance 
r»nJ !u ° ^' '^^^^'^ the mild or bofderline 

m i n orL"°"'''' disturbing, conation should b"n 
remission of its more serious symptoms. 

^ TelullV/''! ^ f?^ J"'*' -^hool records or 

dth"i"Lhfern^i\:,"***^,^^^ - 

r;:L:nrictp^L^^^^^^ 

voca?Jonai'° "J"'' ^ ''"'^ history, 

vocational testing-, work evaluations, etc. ■ 

'et'l'%Je acc;ptable requirements as 

pet by the interviewers using standards set bv the civil 

:pp"ij:il'"^-" " 'He .Wua^lotF^c'to'r'a'i' 
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Appendix J 



OfPA»TM£NT OF AOMINISTHATION 
STATE BUftEAU Or PIRSONNtl 

NAME 



APPLICANT EVAlUAttew SHItT 



AD PfRS'104 



CIASSIFICATION(S) ^) : 

for which applicant - - - _ 

is to be considered- ♦ 



7 



(3),- 



AvaiUble for work starting 



y/IlL WORK: Shift □ 1, I] 2, (J 3., 



— , Wisconsin resident since _ 

Weekends [J □ No/ ' Holidays ( 



Yes 



t Nc 



EVALUATION FACTORS 

7 


NOTES ANCi COMMENTS * . 


1.2 3.; 

f ! [J 1 f EVALUATION 


WORK EXPERIENCE AND TRAINING: 

— Njlurt of wo»k •xp«ricnct 

— lob p*rfo/m«nct 

— Empl«ymtnt Subilily 

— Attrfud*! tow«rd lofat tuptrvitdrt 

— AM«nd«ncc. tuk rtcord 
Rmiohi for U«ving 

— Sp«crsl tr«ining or coun* work 
» Ouliid* int«r«ttf, «cti'vi>iti 


'ft 


1*1 LI ( 1 Superior 

n n ('I Above Average 

( ^ U ['1 Average 

1 ] f 1 [ 1 Below Averjtge 

1 I [j ( I Unsatisfactory, ^ 


QUALITIES RELATlf^G TO THE POSITIONr 

~ Attitude. ufKl«rit«ntilin9 of poiiil6n 

— Vj«Wi on 'p#y, hourt * 

— WVjf tntoraitad in thtt poiihon 

— P«rtinon«y end •d«qu«cy of p*it trvining 
•nd •xpcrianc* — qu«ftty tnd qujnfily 
SpocUf »JtjlU. A\\\\U% 




; ' — i 

[ ^ iJ f~l Superior 
L J Cl (-0 Abov^ Average 
□ (J LI Average ' . 
L I f 1 r J Below Average 
t I Li fj Unsatisfactory 


PERSONAL CHARACTERISTICS: 

— f U«JbIflf y. toUrjiK* 

— V;t«lity. lnttt«tWc. •Urtn«n 

^ — 0«lfur«i, vofco qu«iii;ci. m«nn«riimi 

^Gorwrji g/oomiiig. potic. poitwr* ^ 
~H««hh And phyttc«l timit«Hon% 

— Abiflty to coimnunictU eff«<ttv«iy 

— SobfUly » 

— T«<f. sinc«rily, courUty 


' » 

L 


(J LJ LI Superior 

1 J ( 1 ( J Abo^ Average 

U f 1 n 'Average 

f J U (3 Below Average 

C; LULJ Unsatisfactory 



for l«h b/cur. . V a numer.c.l score .n ,he appropri.le box for e*ch .epar..e .valu*ion. tn de.ermining your rating 

Lnvl'aZ/ri.'l.-Vr.irnt .r..'^*'::pTri:r:f'''''" ^"""""'^ ''^ 'o^and^co^n°^e:'on? 





Not 
QuAlifitd 
0 69 • 


Mirgintlly 

du«r;fi«d 

70 77 


Ad*qu*Uly 
7Sa3 


Well 
* Qu*(ifi«d 
86 93 


EK«9pfion«ny 
Well Qt«|ir.«>d 
94 too 


Add V»t(»r«nft 

Poinh \l 
Approprlal* 


' ?;n«i 

Ev«lu«lfon 
• S<or« 


1 


^ 












2 










i 




- - T ♦ 


3 

















Oafet 



Agency: 

ERIC 



Local Examiner: 



Agency Unit: 
<OVEt) 
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CAN YOU TOLLOW I)lRb€TI0N5 ? 



Appendix- K 



« 

Tliis is a timed test, you have three minutes only. 



1. Read everything carefully before daing anything. 

2. Put your name in the upper righthand corner of this* paper . ' • 

3. Circle the word name in sentence twa: » . 

Draw five small squares in the upper right hand corner'. ^ 

5. Put an '*X" in feach s^iarer "^^ - , - 

(>. Sign your name under the title of this paper. • 

7. Put a qircle around ea^h of tie square?* 

8. After the- title write "yes, yies , yes." 

9. Put a circle completely around numBcr seven. 

10. Put an '^X^'iTithe l^>«r6t "left hand cofner'^'of this paper. / 
11.. Draw a triangle around the word Corner in sentence four. 

12. 'on the back of thi^4>aper, inultiply 70 x 66. ' / 

13. Draw a trjlangle around the-"X'^in t^e Ipwer left hand corner. 

14. Loudly call out your first rname ji^hen you get Uhis far along. ' 

15^. Tf you have followed directions car^^ully to this point, call out "I have.*' 

11. On the reverse side of this^ paper, add 8950 and 9805. ^ 

17. Put a circle arounS^our answer,^and put a square around the circle. -^-f' 

18. In your normal speaking voice, count from ten to one l}§ckward . .^-^ 

19. Punch three small holes in the top of this paper with your pencil poinj:. 

* ' • ^ s 

20- If y6ii are tho f^rsf person to reach this point; loudly call out. " J am t:ho 
first person to reach this point', and I an tiie leader in following di rectil3ns ! " 

21. . Underline nil even numbers on' the loft side of-^this paper. 

22. Loudly call out, "I am nearly finished. I have, followed directions! *-^ 

2,3. Now that yoi^ have finisiied reading' feverything^ carefully , do only sentence • 
, number one and two. : / 
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DIRECTION — — 



Take a three-foot -piece of double strand wire, grasp 
it with the left hind forefii>ger and thumb at about 
six inches fromane end. Use right thumb an^ fore- 
finger and grasp the end of the wire and untwist the- 
strands about six. inches. StTaighten'the two wire - 
strands to form a "V.J' With the right hand thujnb an'd 
first twq fingers grasp the right side of the "V" 
about three inches from the end, bend it clockwise 
-downward and away. Then twist it back to the left 
forming a loop. Grasp'the wire with T:he forefinger • 
of left-hand and hold It against other wire strand. 
This makes a half of a bow on the right side. Graip 

side of 'V wire at the end* with righl: hahd ' 
thumb and forefinger. Pull toward you dt thfe same 
time twisting wire by rolling it' counterclockwise ' 
with thumb and forefinger. At the same time bringing 
wire end to th^ right side of bow. A ful'l bow has - 
been formed.. |ush the wire end on right through rtie . 
right loop. Pull^ the left wire end through the left * 
loop. Grasp both wire ends, with right 'hand thumb and 
forefinger- then pull upward making the undervrlter/s 
knot with two Inches left at the end. i ' 

/ 



4' 
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Apptndix M 



. GETTING READY TO INSTRUCT . ^ " "\ 

Before giving instructions, however, there are some ateps^-that must take 
place first. , ^ * / 

* • 

TIMETARLE s ' ^ , 

Inscructor shoujd discCrss the value of using a trai'ning timetable which - 
is tailored to the job to be Teamed. Remembering that the average 
person can assimilate only 3-6 simpde instructions at a time before 
becoming .confused. • ? . _ . *■ , 

Using SamFJle ft " review with the gr6up one real application 'of a time- 
table. , ^ . , 

TASK ANALYSIS ' ' • - 

Sketch out Task Analysis form on blackboard .and explain t'o group about 
the labels usB^ at the top of. each column. 





Major Steps 


Key Points T~ 




. (WhAt did I do?) 


<How 'did I do it?) 


To expkain, the mechanics of the Task Analysis the instructjbr can use 
the operation of opening a door. Do the analysis on tb&-^ard with 
the group helping determine which are major steps' _.and w^ich are key 
points. Use. questions'. This following, sketch coi»ld be used. 

✓ 




Malor Steps* 


Key ^Points 




} 

' ' (Wliat did I do?) . 


/ - 
"(How did I do* it?) 


i 

' \ 


J Grasp knob - 

2. -Turn knob 

3. Open door | 


l'. With hand 

2. Twisting motion 

3. Watch for metal 
burrs*, don't cut 

• , your hand 

4. Pull open 



* //3 is safety factor which should ^S|L1ow the point it is applicable 
'to. ^ ? , . ' 



1-NS^RUCTOR'S GUIDE ONLY 



Point out that the. Task Analysis is only an outline or guide for the 
instructoT to use when-teaching the learner. IT IS NOT A SET OF WRITTEN^ 
INSTRVCTIONS FOR THE LEARNFJR^^TO VSE. It dShs not matter -if the learner 
sees the analysis as t!?e 'instructor ^.should f^f|r b#ck to the analysis 
from fime to time.^but it isn't written for the liitner.- ^ ^ 



62 

- 55. - 



-2- 

TO INSTRUCT - ' 

When the discussion is completed use the'flnnn^ board presentation To 
• Instruct materials- to finish the flannel "board presentation, started ~ 
earlier a^d to explain columns on the blackboard^ ^S^e Figure H) 

TO LEARN . TO INSTRUCT ■> ^ . ' . • ' 

Motivation ^ . Prepare ^ ' ,^ ' - ^/ ' / ^ 

^ Understanding ' Present ' 

Participation Try Opt , " ^ ' 

Applioapion ; Follow-up . • 

PREPARE . " "^'^ 



*l^i3 l£ 



Column n is labeled Preparing the Individual- to Get Ready to Le.irn. 
PRESENT . . 

Column n is labeled Presenting all phe Major Steps and Key Points in'" 
Job to be Learned. 

TRY OUT ' ' ■ • ' \ • 

Column //3 Try Out lets the iifaividual- participate in_doing,,t> job. 
EOLLOW-UP ' . - ' ' . ■ 

Column H Fo LI oW-up 'builds self-confidence in the Individual and also 
'.if needs ^° '^^''^ back f rom time, to time- for giving help 



To summarize the training and the technique, form akist of the things 
5 that should be done. The list might look like this: 

J 

^- ^''^ ^^"^ 1. Told him ^ i: He did it. 'l. ^You left 

7 -t'lf Kf* '"^P ^- ^" ' the room, 

•i. fold nim step. 

abSut • 2. Explained ' his him 
. - . company. ^ • clearly. ' m^istake. 3- Told 

Found out 3. Did it 



what he again. ^o g^t 

knew by . . 

asking 
about 
task, ' 



i: He did it. 


1. 


2. Ybu 




corrected 


2. 


his 




inistake . 


3i 







where 
to gi 
help. 



Review briefly the importance of proper planning iti getting ready to 
lnstr»uc t • ^ J 



Leave ten or fif;teen minu'tes after the review to\<?ummarize all of the 
supervisory. training and ^^^^y^J^^J^^rn^^^^^^^ Ask, questions, of the^ 
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* - * * 

Er|c -56- 



•»u^%':v?".1^^?°r„Xr"^-"»^^«*°" ce„«lc,.« thank the . 



Appendix N 



Co-workers are an important part of the- Federal Maifpower programs. 
Theymqst therefore be* looked upon as. a part of the gigantic wheel that 
makes the project work. ^ ' . \ 




\ la. - PROJECT SKILL WHEEL 

Because of your importance, the Project Skilt program is providing you 
with the basifc' knowiedg'e of the program. * 



I 
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^ ' Appendix 



CLIMAJE "* 



: r ■ 

I wou^d-.likl you to consider the word' Vclin«te. " " What nloes this mean 
to yoli? (Write responses on blackboard.)- 

t PossibJe responses are: ^ 

♦ *" * ' ' 
! 1. weather * 

• ^ , . ■» 

', 2.1 oeation . * ^ . \ 

. - • 

! 3. atmosphere " ' 

i- * ^ • • • ■ 

. ^. working surroundings . • ' 

i ■ f • . • ■ * 

Make p laundry list on the blackboard. When the responses end turn to ' 

the gtoup and ask for two volunteers. -After two hav'e volunteered, ask 
them to leave the room, for a few minutes. 

- , : *- ^ •- 

JouS5-MrJhL^°' r employes and the surrounding conditions 

^o ni ^ ^^^"^'^ ^^'rf^^^ positive- or negative. 

To iUusttate this we. will attempt to develop a false climatic situation. 

^ The instructor should say. "I am going to ask the two volunteers to conie 
into the room one at a time. I will then ask each to draw a flower grow- 

T blackboard. I don't know that either person 
is anjartlst or can draw." ^ 

POSITIVE CLIMATE ^^^.^ 

"•Now ^hen the first person comes /in I want you to create a positive^^ 
climate. Praise the flower or. t^e ^ot or the technique used -^anything 
to mal^e the person feel good,' Be ifareful to sound sincere." I 

neratIve'c^mate . • , - 



„ , — ' • ■ * \ 

"Afte^ the first per-son lias, completed I^will caij^ in the second. Then 
I wan^ you Co hejp create 'a negative climate. Criticize or degrade 
the di;awirig as you t;;y to cause the person' to show a reaction.-" (At 
_thls {Joint the instructor should becaceful not ta let the group cause " 
any real personal injury to the volunteer.) * ' • 

' ■> ■ 

'ArVt!;lrV''!^'''\'? ^'""^""^ l""'^ spontaneous. ' 

'^rejittere any questions? • <M * • 

aiiekof- H7n '"' cJialk and .eraser, and' ask him to draw a " , 

iipwei; poj.~and. -flower on the blackboard. ' ' ' . ' 

If th^- groap is; slow in starting to; create the climate, you- can stimulat'e 
di.scu^sion>^y asking.^- "How^ doe« tfe gr:oup,;feel about ;hirara:;ingJ" 

: • -. / ' • " ■ ' ' 

Call the second^ person i^and riepc/atv' the instructions to him. 



-r*!.. 

_ -2- 



• . * 

^IJ'ir'i:,:^""' ''5So"'=o»pie«>)„ls „-<,rk. thank 'both p„„iclpaats for . . 
»r tbe beetle of the tvo yol„„tee« th« cU^a so f tuida 

raactlon In' ^Je "aJipLv° "tol^d ^b ^'f'T •""""^ ""^l""' 

«..i»..a^..^^^^^^^^^^ pX^"r"\:?p-jb::j: 



these differences 
We found th?it nor 



^ found that people with var,yilng backgrounds and experience react differ- 
efiUy. to new work experiences was shown by using the'trlangle^roiec^. 
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WHAT D-m;-.HE'':SA.Yf (WORD^UEFINITIONS) 

For still another illustration please take a sheet of ' blank paper 
down th6 left margirf'^ write the numbers 1 through 5. 

Everybody ready? (Pronounce \fords. clearly but do not spsll the^ words*) 

(After last word go to blackboard and write the words across the top"^ 
edge. Down left edge write a number in sequence for each' par rb^paivt * 
In the group.) Call on first person and ask him to tell you -hisresponse 
to each yord pronounced. Continue until you have retorted the responses 
for each person in group. , x — — - . 



BLACKBOARD LAYOUT 




• 

* 






Run 


•Fire 
# - ■ ■ ■ ■ ■ 


Doll 


TiRht 




Move Fast 


' Hose ^ 


•'Girl • 


DrunlCv 


House 


Stocking 


' Water 


Toy 


'Hoose 


Pet 


WAter 


Truck 









B«nse^^aJ.l * . ^ . • ^ 

Draw the supervisor^* s attention to the responses on the blackboard, and 
develop"^ the differences in semantics. Explain that this was ^n exerjcise 
in word definition based on the learning the individual ha^ gainW Srom 
his experiences. The same word does not necessarily mean "the same to each 
person. Explain that it is very possible, that the learner you are Instructing 
could respond to your Job explanation in inuch the same way* ^jhe qu^stioii 
tb keep in mind is,,. does he understand you? Is your job jargon foreign 
himl , ^ . ' . - . 
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Project Skill - Proposal to Use Pers" 27.03(1) " Cane^al Training Plan 

ifSf .J'f. 5° If y" «e those listed i„ standard Position Descrip- 
wireau of Personnel by Project Skill. 

^^ff'yj supervision :.- Trnin'ing in ta.sk performance, will be 
don^ ordin.-,rily by the first JLi... supervisor. If prel iminhry 'or 
ancillary t.raining is nec%sary, Project Skill will arrange it. 

.nn'^'l'^- r f P^^^i^"-^^. ^^<i <o-„orkers When appropriate-, will be 
conducted by Project Skill staff to provide oriLtation to the 
.C* -.progpa« and specific topics regarding trainee learning and a<|aptation 
to the/ Work envaronment . • - 

• / • ' ■ 

Snf.aty practiced will be ordinarily discussed with' the trainee by ' 
the first line supervisor, and the trainee wilt participate in any 

Irofecl Ll^^^^^^^^ If -Bpecial precautfons "are necessary. . 

Project Skill will provide appropriate information t<5 the supervisor./ 

SupervisicJn will be done by the fir.st line supervisor, "supportive' 
services such as coOnseiing will be provided or arranged f«r by 
Project Skill. Written and oralNreports on training progrccc ..ui ■ 
Project SkUl^" '"""'^^'^^'^ ^"'^ discussed wtth the trainee and' 

(c) Mlnilion^.of^i^a]a^ Project Skill" accepts certifications of 
.trersooK a.^ mentally retarded (usually mild rqfardatiom) ^r emotion- 
ally -gisturbed/handlcapp^d . These certifications are u.suaJly received 

• i^u f Staj^-Division or -Vocational Rehabilitation coun.selors " ' 
although counselors.' special education teachers, or psychologists 
fro;n other -.agencies may also certify: Supporting -test .and/o? inter- 
, viewer tjijpressions are- r^qulrftl . 

Essential abiliTlcs.of tra-inces are the .ability to IT do or learn 
oeJiod" irn':;""' V environment within the .training 

IZrl '. f^^ l^^" "^'^^^ '"^"^'^ ar;Q. appropriate to. the job Require- 
ments and work setting. ? * J h^j^lk. 

(d) ^HlfAj&^urce'For appointeii pav, superv,-.^.., Employing 
Unit. .r.rojcct Skill provides selection, trainee supportive services 
e.g., counseling, and consultation -with employing unit staff.' ^' ' 



(e) 



£rpos^d_^roc<^^^ for identif icatiou and/f.n i r .r-; 
iu. !""^"^7^Vf '-in be initiaced^b y Project Ski 1 1 liT d - Approved by ' 
i?n!rfr • "^^^'"^"^ SP'^^i^li^'^ the Bateau of Personnel. Project 
Skill/,. 1 d, .tribute announcements to* selected referral sourceV ...ch 
IL^Tll ;f ^""^i«-S'^«'-i>ilitation, rehabilitation fad 
n.B .ta.1 health, centecs and 'special education .departmc-nt.s. Screening' 
interviews will be held. Oral cxaminacions/avaluatious . and perform- 
ance tests where. appropriate, will be administered by Project Skllk 
staf/ and. occasionally, employing unit staff^ Category c^rt^L'aJivn " 
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PARTIES TO THE TRAIHIMC ACREEMt>4T 



Wi»eort»ft Stot* Dcro'imeni of 

_ Knturnl uc^-curces ' 

tii/ieotion 

C!orl: *2 • Tnlncc-Frojoct Skill 



*3rrvlco5 - office Cervices 



TRAINING CONOmONS 



TRAINIR 
TRAtNee 



The Troiner ogrces to hire ond troin the Tfoincc to quolify him for the objective level clossificoHo'n. The TfoineJ^iH 
will be poid ond odvonced in occordonce with $ucce,t$fuf completion of the tfoining progrom segments on the following | 



wi 

schedule 
- ^Effect tve Poy_Pe^ioj_ 



J^cvr:.^ipjcr^J5, 197^ 



6 rcnths •" T ' 



$2,850 



Hourly 

ffo ffliny Solory 



After the effective dote of th^c^o'grcemenj^ poy roJe$ ood^ofher Troinee'beneJfrts ore to occrye ond be odjOstod in occofdcnc( 



with outhorized Icgislotive or odministrotive rule chonges. 

Upon certif.cotkjn of succcssfuj completion b^ the Troiner, fh> Troijiee will commence o six months proboi ionory period 
of the objective level solory. Upon successful completion of the probotionory period ond thereoft^r regulor poy odjust-' 
ments shell be tnodc in occordonce with the ou^fhorized poy schedule. 



Upon compfcf.on of the probotionory period the Troiner s>)oll c6mplete the nt-ccssory repcfrfS ond cor tif icot ions such 
the Tfoinee Ouoljftcotion Report {AO-PE-OP-3) * ' - ' 



OS 



Cont.nucd ^^p'^yn^cn[ of the Tro.nec is contingent upon the Troinc:^;s sot isfo-t^i y p.rf .rn.once during tKc tinining ond 
pfob9!ionory periods, and ihe Loincr moy, Ufoie the e^pifoti'on of either of ihe ofo» cnont^onrJ periods cilher cxtr/nd or 
term. note th- -r^-l-y'^cnt . Aftcf'the completion of the probotibnory period terminoJ.on by the T.^.n^V troy be effected 
\on]y for proper ond lowful reasons (in occ ordonce^with the then existing r^wfcs ond .regulot Tons). TKe Trainee, upon 
Icomplction of ?ho^ iroining p.ogrom, must hcve completed oll phoses of lh^ instruction describe^! tclow ond be copobfe' 
of p-^f forming the foUovsing tosics, / ' j ,^ V 

. _ REOUIK^eS INS FRUCTJON AND TASK PERFORM;^^ ' " - - - 




•!;ifl.er ^,o.ly Jo this o<,,rc.n'..nt moy dissolve iKi^ ogfecmcnf ly notice in, writing, pcr.sonolly upon fhe olhor, sloting 
; t'.icfcin the roo^on for such dissolution ond the effective dote of tgrminof ion. , ' ' 



SIGNATURES 



',OEPAHrMGNT 




DATE 



ERIC : . (y 




/ 
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Project Skl'ir . TRAINING IROGRAM Clerk 2 - Trainee 

Dept. of Natural Resoun 

or'term^n .Mnn'" ''j^T'?': ."''^^'"^"t' t° ^he objectiv; level (Probation) - • 
wLi f r " } initiated by the employing unit, after discussion ... 
with the trainee and the Project ..Skill trainer Advancement to Probation . 
can only occur after the minimum training and expetience requirements' are 

- ^ • • 

IjMDL; Start between $2,856 and $2,971^ per hour depending on prior 
pertinent experience. • . * ^ 

l^jervisi^ Project SkiU will provide' or arr^^^^^ ' 

for supportive sef vices as needed. 

'^ nfr^ - ^^^^"^'^io" ^ Periodic evaluation of the trainee's-progress 

the trIlnL r'^r °^ '"^^^ram. The immediate supervisor will Inform 

the tt^inee of h s or her p.rogres.s at regular inLervala. Coflea of ratlnRs 
(Training Record ) will be ^forw^rded to Project ^SkiU-. • ratings 

Suggest.ed schedule:- Weekly reports the fir^t* month. Bi-weekly. reports for ' 
the balance of the training program.'* . . 

grletitation : Personnel policies; tour of the physical setting; appropriate 
safety practices; work rules; .introduction to personnel will b; part of the 
trainee s orientation provided by the employing unit. ' 

Instruction : The" trainee will be instructed in performing the following 

Casks by the supervisor. The length o£ time in training for each task will 

depend on the traine<-'s rate of learning and supervisory! judgment as to 
when proficiency is reached. , ^ 

Tasks : * - . - 

Opcrf,^ soDt mall '™ 

0|>eratc duplicntor, (.olJator C*make\nlnor. machine adjustments, clean maclUnes 
Type Vouchers v.- • ■ ** , ' 

Rua addressograpli; keep accurate^iles 

Deliver mnterla^l i ^^-i'* ^ - 

Schedule Cars * • 

rVovide form*: C pom '.stockroom r ' * _ ^ 

Other duties as assigned 
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SOUTHfTRN WISCONSIN COLONY 
HOUSEKErPINr, OEPARTMPNT 

HPDSFKEFPING' I'VSIC DRAINING 
INSTRUCTORS GUIDE 



Developed by T./».McCac thy to assist . 
Custodial Supervisors in the training 
of crtpToycs assigned to their ' 
cireas. 



V. 



1973 



Revisions 



August <9 7^ • / 



■St ■ - 
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SOUTHERN WISCONSIN COLONY AnD TRAINING SCHOOL • 
Union Grove, Wisconsin 

^ • CH£CKL!ST FOR INDU&TION AND ORIENTATION OF THE liEW EMPLOYES ' 

Thc.new employe needs to receive the following information and- guidance: 

^bo his supervisor is (Complete '^Notification of Supervisor Grievance Handling^', 

SWC Form No. 311 HS). . . r ' 

^ ^Who can he go to for help when he cannot find his supervisor^* ' '* 

, 'W hat department and service does he work in, ^ 



Review enclosed job description. 

1 



_^How his work fits into the .total operation of his department 



Where he does his ♦work. 

yhen he does his. work (starting and quilting time, coffee breaks, lunch periods, etc.) 

^How he does his wor|^ (Standards, probationary period and implications). 

Ois(jussion of J)epartment of Health and Social Services work rules, WSEA Contract 

• Bulletins G 1-3, J-2 ^nd K-1 , and discipline procedure. 
Wh&t c^lothing and equipment are appropriate. * , . 

. • Where facilities are 'located (lunch rooms, rest rooms, vend ing^ machine j smok5ng 

rooms, cafeteria and lunch bar)-. ^ * n o - 

^What parking faci 1 i t «eb are ^vai lable. " ' • 

. . Who {and how) to call if a problem^ Jeye lops and. employe is going to be absent or. late, 
(complete •»Pr<ocedure for Reporting Sfck Leave Absence^** SWC Form 31^ MS); 

^When will the new employe receive his frrst check (Review WSEA Contract Administration 

Bui letin M-1 . ' * - - 

J Answers to questions developed by new^^mploye. 

/ ^What safety practices and equipment should the new employc^^e aware of (Review St^te 

Of Wiscons in Safety Hand^ok)'. ' ' 

^Discussion of emergency prpcedure (A copy is enclose^*) 

^Bul let in' boards, Dai 1 y"^ AdnrTn i s t rat I ve -jBul let ins. 

Phone C;il K ^ 



r 



Check List Prepared By ___VV??.^^- ie4 J.A ^^'1-j.AC' 



, Superv i sor « 

Check List Discussed with-' ^-Oate 

* ' ■ Li f'< 

SWC Form 31*3 MS ' \ ^ ' 
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."»MsrK.rFPjijn quiz 

'HOUSEKEEPING TRAINEE ' ' " " ' ■. . 

effect .„y cva,u^!.f;nr'-::?:?i,::eT::„:r-"' ■.-uwn.'no, 

C<rcl= ,h»,T (f stat«n.„. ,s t^:, f ,f statement is false; - - 

i ~ . ^ . 

" ' ' eli?-^? iJ="-ous proportions ™ko iloaning 

' ' IVlZ: 'o <" '"e f-„r;„ure out' of 

T F The ro,>o„i„g are known as ger^Kidat detergents. IPH, A33, ^OR, mP„E.,E. 
T F In - use dOu.ion ratios are not use. i'n genera, housekeeping procedu'^^es. 
T F Toilet bowl -Cepner is ™st effecttve when the bo.i,I if ful I, of water . ' 
' ' w,',rc'h»,-ca? cT"eTs!: '° 'one, bo'wis. " 

' ' Ihril?""' c;;: be^e.) on chrome finishes an/„i„ MgKly polish 

' ' ^sTHelner':™:*" ' '° ^"^'"^ »*>ouM not he used' ^ 

T. F P Wred Ceanser can he used to polish al, surfaces fnc,uding..,afmess • 

T F As Jong as you are in youl aroa it " 

• • cl-oset, ,. ^ not necessary to lock your Janitor' 

,T F Vhon damp mopping you should always start rr^yt tn n i - 

across the floorT^ to the ba^oboara and work 

T.. .F Vacuum. clcarrdrrneccr to bc^ cleaned, ^nVy^onde per wock. - - 

r f You may never put your .h^,nd, into a waste basket to rcmo^ trash. ■ ' - 
r F . V/orki/.si forwar,* is the host way to machine scrub floors. " . • • 

r F Always clean all of the equtprront that you usod tocf.v ho for ^^'^ . 

day, . ' " ^^'-^y* before leaving for^he 
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squTMPRN yisroNSiN.cot.ONy*^- • ' 

^HOUSEKEEPING QASIC miMING 
THREE DAY COURSE -.2«» hWs " 



C 



THIRD DAY 



» — SHi^ 

•PRACTICAL APPLICATl'OH of METHODS. inA.REj\ CLEAnTng~" 

rnL'L'^'' nT'^ '""f' '^<«--^'n°w^cd9<^"7oJn>d:;^^^ period. - 

(this IS. an 0 hour clcnxint of the trairif^ig program) 

'co^L'^frV'^' '''' ""'^ be\csponsiblc for a large area 

vXh -n f rostroom wftK t^o showers or bathtubs, a'n t>?f<ce 
corn-ii;'''^^'"''''^''^ all, necessary furniture, 1000 s,uore ?eet 

The traineVwitl be responsible ^r the complete cleaning of the above 
InnJ ?he°cou;sV;J\?:i:i^;:^^^'^^ '^^ c,eVntsMe:rnel . 

The training J^upcrWor will inspect the cleaned areas and make an 
.evaluation recordi|Phis findings on the permanent form for^ach jrai nee. 

Upon co-repletion of the evaluations the supervisor will present certificates 
tC^^ll the tra,ncos who bave sucessfully completed .11- th"rLl?gn;«n?s 

Tlie training supervisor will make "an attemot to t-,tt« «... <£ . • 

area which he or she* will" be -i^ JnnT/ \i f. tra-fnee to the 

f«r,«,^ .^A u A .1 ! assigned, introduce the emp oyee to the area • 
forroon and hel^ the cnployee to settle into the^aroa., ^ « area 
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Projrcu SkilJ 



TRAINING RECORD*^ 



^Clork 2 - Tr.-iiued 
ncpt. of Nntural Resource. 



(Reporting Period) 



(Last name) ^ ^(First) (Initial) 



Tasks 



Mail 



Ratings 



Quality 



DuplxcaLor^ 



CollaLor 



Typewriter 



Speed 



Add res so graph 



Delivery 



Scheduling 



. Stockroom 



4* 

Other; 



Comments 



3 



I** 



*See TraLniuf, j'rogram Cor m<)rc. cJetaTIT^' ' ' ' 

L - Exceptional * 
2 - Above Average 

5 Unsatisfactory 



Rsiting 
Cpde: 



3 - Average^ 



A ^ lieipw Aver<ige 



-2" 

THAJ.NJLNG mcO' I) 



i « 



w . - 

A Clf»iul liner 


j ^ : — v 




'.iL. 


At tmU.jncp 






A tlcnilaoGo • ^ 

... ■■^ _ 


♦ ♦ 






Tunc tua I j ! y 

e 


> 






Imprest 
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